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Chapter

Welcome to QUADS

This user manual is designed to enable users to quickly become productive using
QUADS to develop collaborative documents.

coordinated development of logistics publications and instructions across

organizational boundaries, to increase effective participation of the
functional experts, and to reduce the time required to prepare a publication for formal
staffing through the chop chain.

O UADS, the Quality Document System, is deployed to support the

Background

Conferences on Naval Warfare Publications (NWPs) and doctrine were common
during the late 1970s. Flag officers instructed subject matter experts to gather at a
location chosen by the NWP sponsor in response to a real need to decrease the “policy
- practice” gap.

Naval Supply Corps publication development required an inordinate amount of staff
time. Various levels of staff from flag to squadron level were involved in developing,
revising, commenting, and staffing documents such as NWP instructions and
publications. This process usually required several months at a minimum, expense of
travel and lodging, and time away from duty station to “conclave” with other subject
matter experts and staff representatives.

With forced downsizing, reduced budgets, and dramatically greater demands on staff
personnel, there is little time or funding today for staff representatives to meet for
several days to review, markup, and comment on draft documents.
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Description

QUADS was developed to address an immediate need to expedite Navy logistics
program policy development. It leverages state-of-the-market technology to provide a
highly reliable and cost-effective solution based upon widely used commercial-off-the-
shelf (COTS) packages.

The QUADS user works in a Windows-based document editing and publishing
environment, which allows for “different time - different place” workgroup
collaboration in drafting documents. There are two ways to access QUADS. The first
is via the World Wide Web (WWW), in which any web browser can be used. There is a
separate QUADS user manual that describes the use of the Internet version of
QUADS. Highlights are discussed briefly here.

o WWW QUADS. Through the use of NAVSUP’s Lotus Notes Domino
server, it is possible to participate in QUADS interactively via the WWW at

the following URL address: <http://www.guads.navsup.navy.mil.

The second way to access QUADS is through Lotus Notes client software, which is
the focus of this user manual. The Lotus Notes-based QUADS includes:

o QUADS Application. A Lotus Notes-based application has been designed to
capture the workflow of the document review, markup, and revision process.
The Lotus Notes engine provides the communication infrastructure to
replicate documents to workstations each night. Each workstation will only
receive those documents that are relevant to the subject matter expert at that
site.

Developer Publication Manaaement
. & * Version Control

« Global Coordination

» Comment Consolidation

* Process Monitorina

» Decrease Review Cycle

HTTP

: l Server  Internet WWW Users
: :; R g
Imaged / - } i\% E
« Publications - =
< Insirucions Publication Subject Matter Experts
Proced —
 rocedires Server

Review

Approval

K/&;)proved Publicaion/ ‘\

Figure 1.1 Diagram of the QUADS System

Vi
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How Does the QUADS Suite Work?

The QUADS database is created in an electronic environment, as shown in Figure 1.1,
Diagram of the QUADS System. A subject matter expert initiates the document
development and maintenance process by developing an initial outline of the
publication or document to be reviewed, or by using the existing current version. This
document is input into the system by the QUADS support team. It is then pushed to
the appropriate reviewer workstations for comment and markup. The reviewers are
essentially networked into an “electronic document workroom.” After consensus is
achieved, the document sponsor forwards the document through the chop chain for
approval, signature, and distribution.
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Chapter

Installation & Support

Installation of the QUADS system consists of installing, configuring, and testing
COTS packages; integration of the communication port; and cross certification of the
workstation with the publication server. In addition, the workstation initial “workload”
Is installed.

System Configuration

QUADS is constructed in a Lotus Notes Windows-based application and is designed
to work in a standard Personal Computer (PC) environment. The minimum system
requirements for QUADS installation are determined by hardware and software
requirements.

Hardware Requirements
486/33+ IBM-Compatible PC (Pentium preferred)

o 3.5" Floppy Disk Drive
o Dedicated 14.4+ Modem (28/8 preferred)
o Analog phone line or Internet Connection

O

Software Requirements
8+ MB RAM (16 MB preferred)

50 MB Hard Disk Space

1 MB Video RAM

Windows 3.1 (Windows 95 preferred)
Lotus Notes Client or web browser

0O 0 0O 0o o
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Setting Up the Desktop

Lotus Notes Installation
The minimum Lotus Notes configuration and a Notes secure User ID are required. If
you need help, contact your Lotus Notes Systems Administrator.

Required Notes Setup File

In the Lotus Notes directory “Notes” (located in your assigned hard drive directory,
usually c\), a subdirectory titled “notes\data” should have been created during
installation. The local database replica, navdocl.nsf, is stored in this directory. If this is
not the case, call the QUADS Help Desk at (800) 362-8237 or (703) 277-6788.
QUADS will not properly update without these files in their correct location.

Communications with the Shared Lotus Notes Server

Replication to or from the shared publication server may be accomplished on demand
or scheduled uniquely for each site to provide timely updates of each user through an
Internet or modem connection.

Adobe Acrobat Reader V3.0 Installation

The Adobe Acrobat Reader (available free from Adobe) is normally setup during the
QUADS installation for Lotus Notes. If not available on your desktop, it may be
downloaded from the Adobe Homepage at <hfip.//www.adobe.com?. Follow the
installation instructions on the Adobe Homepage to Install the reader program.

QUADS Server Numbers/IP Address

Many QUADS users work on a Lotus Notes server and, therefore, their connection
process is automatic. Remote users, or users whose commands do not have access to a
Lotus Notes server, will need to connect to the QUADS main server
(QUADSMAIN/NAVY) wusing the following number(s) or address. These
numbers/address will be incorporated into various publication server connection
documents at installation time. However, should it become necessary to re-configure
Lotus Notes due to local software changes, these numbers will be needed.

o (DSN) 430-8207

DSN Number (Modem Connection)
o (717) 605-8207 or 8208

Commercial Number (Modem Connection)
o 204.222.238.17

Internet Address (TCP/1P Connection Only)



http://www.adobe.com/

()&

QUADS USER MANUAL VERSION 2.1 01 AUGUST 98

QUADS Support

Various means of support are available to help users with both functional and technical
problems.

Systems Help

Questions regarding installation or new user setup, database or specific document
access, replicating (database upload/download), system navigation and the like should
be addressed to the QUADS Help Desk.

Hours: M-F, 0700-1700 EST Fax: (703) 277-1026
Phone: (800) 362-8237 or (703) 277-6788 E-Mail: quads@ha.caci.com|

Functional Area Help

QUADS Project Manager Quality Assurance Manager
Name: Jeff Renard Name: Kimberly Coffey
Phone: (703) 277-6608 Phone: (703) 277-6605

Fax: (703) 385-3044 Fax: (703) 385-3044

E-Mail: jrenard@ha.caci.comj E-Mail: kcoffey@hg.caci.con)

Adding the QUADS Icon

If the QUADS icon was not added to your Lotus Notes desktop when the application
was installed, a connection document must be added to your personal name and
address book. Please contact your Systems Administrator for assistance.

Once the QUADS icon has been added to the Lotus Notes workspace, you are ready
to begin working with QUADS.
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Chapter

Quick Start

This chapter is designed to give users an overview of the QUADS application. A more
thorough examination can be found in the remaining chapters of this manual.

Release 4.5a December 20, 1998

ooooo

i
gl start| BY Micosol word - QUADS... | )& 1122 aM

Figure 3.1 Lotus Notes Opening “Splash” Screen

Launching the QUADS Database

Double click the Lotus Notes icon from your desktop to launch the application. The
Lotus Notes opening “splash” screen, shown in Figure 3.1, will appear while the
system is initializing. The splash screen transitions to the Lotus Notes workspace page,

as shown in Figure 3.2.
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.. Woikspace at Dffice - Lolus Notes Desktop == B |

DE“E Edit  VWiew Create  Actions ‘window  Help

OE A

(T4

QUADS
an QUADST

[ A d e g
Figure 3.2 Typical Lotus Notes Workspace

To access the database, double click the QUADS icon from the workspace. The
QUADS opening screen, as shown in Figure 3.3, should appear.

Vi
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\.. Welcome to QUADS - Lotus Notes Desktop 9= ES |
D File  Edit View Creat Action:  Window  Help

CEA B
QUADS

wavhen qualicy cownts

Col Z L e S e

Open the Database

QUADS ltems of Interest

[This database may be accessed through Lotus Notes or the Internet. If outside the
NAWYSUP claimancy. and wishing tn in A QUADS account, please call (717) 605 -

nhta
e-mail address

System Messages

5122, CDR Ron Roskowski or
Week ending  o7/12/00

Ronald_Roskowski{@navsup.navy. mil.

NAVSUP P-487 "Ships Store Afloat": Chapters 2 - 6 are posted for review. P-487 is being completely overhauled to
deployment of ROM Il software. NEXCOM, Mr. Charles Vaughan, 757-443-2085, is the editor.

PRODUCT IMPROVEMENT: Three instructions are now available in QUADS for review: NAVSUPINST 4400.904, "
SUPPLY MANAGEMENT OF NUCLEAR MATERIAL", NAVSUPINST 4408.4, "DoD REPLENISHMENT PARTS PURCHASE
OR BORROW [RPPOB] PROGRAM'", and the NAYSUPINST 4440.16B, "LEVEL 1} SUBSAFE PROGRAM '. Comments
and markups on the first version of each instruction are requested by 1 SEP 98. Contact NAYSUP sponsor Bob
Gaydosh at 717-605-1431 for more information. NAYSUPINST 4857.4, "DEPARTMENT OF DEFENSE MASTER
URGENCY LIST [MUL]" is also awvailahle for review. The timeline for submission of and markups has =l

| | il =2 =5

Figure 3.3 QUADS Billboard

Opening Screen - QUADS Billboard

The opening screen in QUADS is the QUADS Billboard. It appears each time that
QUADS is opened. Scroll down to review the Items of Interest and System Messages,
which are posted to the billboard on a weekly basis. To proceed beyond this screen,
simply press the Open the Database hotspot below the graphic. The screen will
transition to the QUADS Project Summaries Navigator and View.

vii
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Project Summaries Navigator & View

Figures 3.4 shows the Project Summaries Navigator and View. QUADS users will
automatically be able to see a list of all current QUADS Project Summaries in the
“view”” on the right half of the screen.

L. QUADS - Project Summaries - Lotus Notes Desktop
D File  Edit View Creat

SIS BSE
=

Q Select a Donument ta View

Doc # Created ‘Eommand ﬂ
¥ Activity Implementation Hanual (AIM)
UADS
b Amed Forces Recipe Service

» Ashore Supply fomery HILSTRIPIHILSTRAR)
PROJECT SUMMARIES b BEA: NTC Orlando
| Crisis Management Operations
35003E 041588 Naval Supply Systems
» Department of Defense Waster Urgency List (HUL)
» DoD Replenishment Parts Purchase or Bomow (RPPOE) Program
b Environmental Protection Program for the Naval Supply Systems Command
b Food Service Hanagement
b Food Service Dperations
b Fuels Hanagement fAfloat Hanual
b ILO/LR Desktop Guide
b Level IISubsafe (LI/SS) Stock Program
b HILSTRIPHILSTRAPMshore Supply
¥ HOA: COMNAVBASE Norfolk
¥ HOA: NAS Gecil Field
b NAVSERA Total Asset Visibility Strategic Plan
b NAVSUP IG Assessmient - FISC Pearl Harbor
b NAVSUP IG Assessment - FISC San Diego
¥ NAVSUP P-487 Ships Store Afloat
¥ NAVSUP Security
b NAVSUP Stratification Guide

ion:  Window  Help

Tl aled] == sm=lv»

| Erealelndexl Searchl Hesell ‘

¥ Nauy Working Capital Fund Handbook

b NFMT-VS Lesson Plans

¥ Procedures for Receipt, Storage and Handling of Radioactive Material Shipments

¥ Protection of ltems Susceptible to Damage from Electrostatic Discharge

¥ Readiness Based Sparing

¥ Report of Discrepancy (ROD) Hanual

» SEABEE Supply Hanual |

| T g *|Z=Office E=
Figure 3.4 Profect Summaries Navigator & View

Expanding & Collapsing

Expanding and collapsing are means by which you can, to some extent, control
desktop size, appearance, and navigation processes. From the Project Summaries
Navigator and View, two methods exist for expanding or collapsing Project Summary
titles. The first is to use the arrowheads, commonly known as “twisties.” A single click
on a twistie will reveal sub-documents. To subsequently conceal subordinate
documents and distill the view to the highest level, simply click the expanded twistie.
Another method is to use the Lotus Notes Smartlcons at the top of the screen. Refer
to Chapter 4 for further details.

viii
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From the Project Summaries Navigator and View, you have two options:

o View a Project Summary document
o Navigate directly to the Main View

To view a Project Summary, scroll to the desired Project Summary in the view,
highlight it, as shown in Figure 3.5, and double click.

L. QUADS - Project Summaries - Lotus Notes Desktop
D File  Edit View Create Action: Window Help

QSR Feg] A DT 2 [T ] 5= %[ =]% )
@l | Erealelndexl Searchl Hesellg.’i”

Q Select a Donument ta View

Doc # Created ‘Eommand ﬂ
¥ Activity Implementation Hanual (AIM)
UADS
b Amed Forces Recipe Service

» Ashore Supply (fomerty HILSTRIPIMILSTRAP)

PR@J'ECT SWRIES ¥ Crisis Management Operations

3500.3E 041500 Naval Supply Systems
b Department of Defense Haster Urgency List (HUL)

» DoD Replenishment Parts Purchase or Bomow (RPPOE) Program

b Environmental Protection Program for the Naval Supply Systems Command
b Food Service Hanagement

b Food Service Dperations

b Fuels Hanagement fAfloat Hanual

b ILO/LR Desktop Guide

b Level IISubsafe (LI/SS) Stock Program

b HILSTRIPMILSTRAPshore Supply

b NAVSERA Total Asset Visibility Strategic Plan

b NAVSUP IG Assessmient - FISC Pearl Harbor

b NAVSUP IG Assessment - FISC San Diego

¥ NAVSUP P-487 Ships Store Afloat

¥ NAVSUP Security

b NAVSUP Stratification Buide

b NFMT-VS Lesson Plans

¥ Procedures for Receipt, Storage and Handling of Radioactive Material Shipments
¥ Protection of items Susceptible to Damage from Electrostatic Discharge

¥ Readiness Based Sparing

¥ Report of Discrepancy (ROD) Manual

¥ SEABEE Supply Manual

¥ Ships Hazardous Material List (SHML) Update Procedures

b Stratification of Assets

¥ Supply Ashore

b Supply Hanaoement of Nuclear Y/eanons Haterial =l

| | il P

Figure 3.5 Highlighting a Project Summary for View
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Viewing a Project Summary

A typical Project Summary document (similar to the one depicted in Figure 3.6) will
include information on the project title, originator, document number, point of contact
(POC), plan of action & milestones (POA&M), and review team members. Reviewer

notes give specific guidance to the review team members from the document sponsor
or editor.

|, Crisis Management Operations - Lotus Notes Desklop M=)
D File  Edit View Create Actions 'window  Help

G oA o & ] A0 & T © 1 [ S i

£3] Navigate to MainView | ¥ Close Document
Compese Date 04715095 0154 PM
Origimator [CAV] Editors] IRAC Adming DEACI Desianer} Bervers)
lisa J. Fay
Service: |13 Navy hriginatnr: Naval Supply Systems Command
Title: Crisis Management Operations hm:ument #: bﬁl]l].aE
POC: William B Bott/NVSPHOHAYSUP h'lll: Phone #: h?-EI]E-EBTE
Reviewer Notes:
This instruction needs updating to meet NAVSUP mission needs based upon the relocation from Wash, DC to the
Mechanicsburg, PA area. Reference (a) refers to "System Log Alert” which will momentarily be added in QUADS for updating
as well. The POC names, places, etc have changed in several instances so it is paramount that we update them ASAP to
ensure Command integrity during contingeney/crisis operations.
Remember the bottom line is having the ability to respond quickly and effectively during periods of rapidly inereasing OPS
tempao.
Plan of Action £ Milestones [POAEM) Key Dates
04/15/98
1) Document available in QUADS 05/15/96 =
| S *| 8081 unread documentls] remaining “| & Office SR

Figure 3.6 Project Summary Document

When finished reviewing the Project Summary, you may either select the Close
Document button at the top of the screen to return to the Project Summaries
Navigator and View, or select the Navigate to Main View button to automatically
move to the QUADS Main View for this particular project. If the Navigate to Main
View button is not present at the top of a particular Project Summary document, you
are not an authorized reviewer. If interested in becoming a reviewer, refer to Chapter 5
for further details.
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Navigating Directly to the Main View

You are not required to view a Project Summary document in order to access the Main
View screen. Instead, you may navigate directly to the Main View and skip the Project
Summary altogether. To do so, either select the Select a Document to View button
at the top of the Project Summaries view, shown in Figure 3.7, or select the Main
View hotspot from the Project Summaries navigation panel.

.». QUADS - Project Summaries - Lotus Notes Desktop

[l fie Edt Viw Cede Actions Widow Help

OGBS A T[T Al A <= B[R
=
52), Select a Dacument to View... |

23| |Doc # | Created Command ﬂ
b Activity ion Manual {(A1H)

UADS | =%
p & » Amed Forces Recipe Service

¥ Ashore Supply (formerly HILSTRIPPHILSTRAP)

PROJECT SUMMARIES ¥ BCAC NTC Ortando

¥ Crisis Management Operations

¥ Department of Defense Master Urgency List (HUL)

¥ DoD Replenishment Parts Purchase or Bommow {(RPPOB) Program

¥ Environmental Protection Program for the Naval Supply Systems Command
¥ Food Service Hanagement

¥ Food Service Operations

¥ Fuels Hanagement Afloat Hanual

¥ ILO/LR Desktop Guide

¥ Level IfSubsafe (LIISS) Stock Program

¥ HILSTRIPMILSTRAPMshore Supply

¥ HOA: COMNAVBASE Norfolk

¥ HOA: NAS Cecil Field

¥ NAVSEA Total Asset Visibility Strategic Plan

¥ NAVSUP IG Assessment - FISC Pearl Harbor

b NAVSUP IG Assessment - FISC San Diego

b NAVSUP P-487 Ships Store Afloat

b NAVSUP Security

b NAVSUP Stratification Guide

b Nauy Working Capital Fund Handbook

b NFHMT-VS Lesson Plans

b Procedures for Receipt, Storage and Handling of Radioactive Material Shipments
b Protection of ttems Susceptible to Damage from Electrostatic Discharge

b Readiness Based Sparing

b Report of Discrepancy (ROD) Hanual

b SEABEE Supply Hanual

b Shins Hazardous Haterial List (SHHL Update Procedures =l

| il il * 27 Offic= =5

Figure 3.7 Navigating Directly to the Main View

Upon selection, a dialog box will appear. The dialog box lists only those QUADS
projects to which you currently have access. Scroll to the desired project title in the
dialog box, highlight it, and click OK. The screen will navigate directly to the Main
View for the selected project.
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Main Navigator & View

Looking at a diagram of the Main View in Figure 3.8, you will see the navigation panel
to the left, the project outline to the right, and the search bar situated across the top.
Refer to Chapter 4 for a detailed explanation of Lotus Notes search bar features. To
look at any document listed in the view, highlight any line in the outline, as shown in
Figure 3.8, and double click. A typical QUADS document, like the one in Figure 3.9,
will appear.

|1, QUADS - Crisis Management Dperations\1. Main View - Lotus Notes Desktop

DElIe Edit  Wiew LCreate ) ion: mdow Help
QU A ol ] A5 DT 0 4 [T | 5= =] % [50)
|

ﬁ Campoze Comment | @ Compose Markup |

Create Inden | Search | Fecet | guw |

Document

e ]
Uﬁ;DS Criiinsn;\ganagemem Operations
MAIN VIEW

1.0 Purpose
2.0 Cancellation
3.0 Background

4.0 Crisis Management Checklist

5.0 Crisis Management Operations Center
6.0 HeadQuarters Watches

7.0 Action Tickler System

8.0 Forms. Logs. and Files

9.0 Status Boards

DOCUMENTS ONLY 10.0 Situation Reports (SITREPs)

11.0 Cost Data
COMMENTS & MRRKUPS 12.0 Reference Material
13.0 Classified Material Control
PREVIOUS VERSIONS 14.0 Command Post Exercises (CPXs)
15.0 Action
PROJECT SUMMARIES 16.0 Enclosures
16.1 Enclosure (1)
VIEW & D 16.2 Enclosure 2)
PROJECT 16.2.1 Attachment Ato Enclosure (2)

16.2.2 Attachment B to Enclosure (2)
16.3 Enclosure (3)

| | il *[E57] Difice [Em|
Figure 3.8 Highlighting a Document for View
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Viewing QUADS Documents

After opening a document section, you will be able to see the text in paragraph form,
as shown in Figure 3.9. In some cases, revisions are highlighted with text properties
(e.g., color, underline, bold, italics) to indicate where changes have been made from a
previous version of the document. Each document section view is designed to be no
more than 1 to 2 pages in length. Most, in fact, are smaller to give the reviewers and
the editor making revisions to the document a clear, concise idea of the specific text
against which reviewer comments or markup requests apply. To create a comment or a
markup request, select the Compose Comment or the Compose Markup button
respectively.

... Background - Lotus Notes Desktop == S ||

7] File  Edit Wiew Create

¥ Close Document | .32 Compose Comment | ) Compose Markup |

Title: Crisis Management Operations =
Document #: 3500.3E

Compose Date 04/15/98 02:08 PM

Originator LisaJ. Foy

Section: 30 Background
Document 3ection

3. Background. The ability to respond guickly and effectively during periods of rapidly increasing tempo of operations for the
Operating Forces depends on ensuring rapid information flow and coordinated headguarters action. Effective crisis management can be
greatly facilitated through preplanning and the use of standard, generalized procedures. The provisions of reference (a) are applicable to
the initial emergency response at the outset of any situation requiring erisis management attention. This instruction provides guidance
and procedures to be followed both in preparation for crisis management situations and in the period after the initial response has been
made. Additionally, this instruction provides gunidance for NAVSUP participation in CPXs in the 1ole of policy maker on matters
involving supply support, transportation, ete., and in a role simulating actions of NAVSUP field activities not designated as exercise
players. Beneficial participation by NAVSUP in this dual role requires prompt, realistic, and coordinated action in response to a rapidly
changing exercise environment.

Attached File

| | il *[E57] Difice [Em|
Figure 3.9 Typical QUADS Document

Note:

In the Lotus Notes structure, each section of a publication is considered
a “document.” This should not be misconstrued as a separate publication
or instruction. Each QUADS project is divided into many documents.
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The Process of Review

Markup requests and comments are the methods by which a reviewer provides specific
input to the document editor using the QUADS system. With QUADS, electronic
comments and markups can be added at any time.

Note:

Markup requests are the QUADS approach to the traditional “redline.”
In contrast, comments allow users to pose questions, add information, or
another perspective.

Markup Requests
To compose a markup request, you have two options:

o Select the Compose Markup button from the top of the document to which
the request applies.

o Select the Compose Markup button at the top of the Main View while
highlighting the desired document.

The Markup form, as shown in Figure 3.10, opens in Edit Mode as evidenced by the
brackets [ ] which appear throughout the form. Edit mode allows you to enter data in
the designated fields of the form.

... New Markup Request - Lotus Notes Desktop ===l

D File  Edit Yiew LCreate Actions Section Window Help
SEX Bl Es 2B 7 Mol =(s|=l==EB( @
%C\oseDocumenl |ﬁComposeCommenl |

Compose Date 07/28/38 12:36 PM =]
Originator Meredith Dykes

Reference: 1.0 Purpose

Key Thought: "Ingert Key Thought Here 4

Markup Description

“Insert markup text with specific recommendations_

» Markup Disposition

Figure 3.10 Markup Creation/Editing Screen
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Files may be attached and submitted with a markup request. To submit the markup
regeust, select the Close Document button at the top of the document. Click Yes on
the dialog box to save and submit the markup. The project editor has the responsibility
to provide feedback to the reviewer as to the disposition of input.

Comments
To compose a comment, you have two options:

o Select the Compose Comment button from the top of the document,
comment, or markup to which the comment applies.

o Select the Compose Comment button at the top of the Main View while
highlighting the desired document, comment, or markup.

The Comment form, as shown in Figure 3.11, opens in Edit Mode as evidenced by the
brackets [ ] which appear throughout the form. Edit mode allows you to enter data in
the designated fields of the form.

I New Response to ™ - Lotus Notes Desklop ===l
D File  Edit Yiew LCreate Actions Test 'Window Help &l

SEXBaEin B 7 Ha=(zl===En Y@
% Cloze Document | ﬁ Compoze Comment |

Compose Date 07/28/93 1248 FM 2]
s

Originator Meredith Dyke:

Referenced Document: 1.0 Purpose

Key Thought: "Insert Key Thought Here:,

Comments

“Insernt question. additional information. or another perspective here.|,

Figure 3.11 Comment Creation/Editing Screen

Files may be attached and submitted with a comment. To submit the comment, select
the Close Document button at the top of the document. Click Yes on the dialog box
to save and submit the comment. Refer to Chapter 5 for a more detailed explanation
regarding comments and markup requests.
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Chapter

Features of Lotus Notes

The user interface for the review process is a Lotus Notes (Release 4.0 or higher)
desktop that incorporates the document functionality that you will need in the
QUADS database.

Lotus Notes Workspace

The Lotus Notes Workspace, shown in Figure 4.1, is the window Notes displays when
you open Lotus Notes. The workspace consists of the menu bar, several tabs with
various database icons on each tab, the status bar, and the Smartlcon toolbar. You can
organize sets of related database icons on different tabbed pages in the workspace, and
give each page a descriptive name. The last page is automatically occupied by the
Replicator, which allows you to manage replication activities. You cannot rename the
Replicator page.

=\

auADS
on QUADST

] | | =l | Office

Figure 4.1 Lotus Notes Workspace
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Smartlcons

While working in Lotus Notes, you have access to the standard Lotus Notes Universal
Smartlcon set. These are icons at the top of the Lotus Notes workspace that, when
pressed, will execute common file menu commands. For many tasks, it is simpler to
click Smartlcons than to pull down menus or recall and type keyboard shortcuts. The
Smartlcons are “context - sensitive,” meaning they change according to where you are
in the database to allow for the common functionality most often required in that part
of the database. Figure 4.2 illustrates the Universal Smartlcon set. A complete list of
icons follows.

Note:

When you hold the mouse pointer over the Smartlcons, Lotus Notes
displays a brief description of the icon. You can hide or display these
descriptions by choosing File | Tools | Smartlcons from the menu
bar. In the resulting dialog box under Show, select or deselect
Descriptions. Click OK.

Dfile Edt Yiew Create Actions Whdow Hep

U B 02 4 |

Figure 4.2 Lotus Notes Universal Smarticon Set

{}I Properties. Displays the properties such as file size, indices of documents or
databases.

@I File Save. Saves the current object.

ﬂ Cut, %‘I Copy, and 1@" Paste. “Cut” removes the currently selected

text/object and places it on the clipboard. “Copy” copies the currently selected
text/object and places it on the clipboard. “Paste” copies the text/object from the
clipboard to the current cursor position or over the currently selected text/object.

$|l Help Guide Me. Calls up the Help section of Lotus Notes.

‘£|[I Actions Edit Document. Places the currently selected document in “Edit
Mode.”
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@E Actions Forward. Forwards a mail memo.

|
u Navigate Next Main. Will navigate to the next document at the highest level
of the document hierarchy.

ﬂ Navigate Previous Main. Will navigate to the previous document at the
highest level of the document hierarchy.

F_
_I Navigate Next Document. Will navigate to the next sequential document.

ﬂ Navigate Previous Document. Will navigate to the previous sequential
document.

*E
Navigate Next Unread. Will select and navigate to the next unread (not
previously viewed) document.

|ﬂ Navigate Previous Unread. Will select and navigate to the previous sequential
unread (not previously viewed) document.

» ‘ I View Expand. In outline view, will expand the subordinate documents for the
selected document.

|%I View Expand All. In outline view, will expand all subordinate documents in the
view regardless of selection of any particular documents.

|_|l View Collapse. In outline view, will remove view of subordinate documents
and show only the superior document with a “twistie,” indicating that subordinate
documents are available.

‘% View Collapse All. In outline view, will distill the view to the top level only with
“twisties” to indicate subordinate documents are available.

M Edit Find/Replace. Allows the classic text search with replacement of the
designated text.
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‘@ﬂ View Show/Hide Search Bar. Toggles from the outline view with the search
bar to the outline view without the search bar (For the search bar to be useful, the
database must be full text indexed).

& Il View Show/Hide Preview Pane. Toggles from the outline view with a selected
document “tiled” to the outline view without the selected document “tiled.”

Printing

Printing of documents in QUADS is accomplished at the Lotus Notes view level. To
print one document, simply highlight the document title in the view. To print multiple
documents, click in the column to the far-left of each document title. This toggles a
checkmark “on,” as shown in Figure 4.3. To deselect a previously selected document,
simply click on the checkmark. This will toggle “off” the selection.

.. QUADS - Food Service Managementy1. Main Yiew - Lotus Hotes Desktop

DE”B Edit  VYiew LCreate ﬂcliuns ndow  Help
G A Bl o] LR DT £ A ] ] Fel=]% |2
=

ﬁb Compaose Comment | @ Compaose Markup |

Eraalelndexl Searchl Hasell x ‘

& ‘ ‘ | Document ﬂ

UA;DS Food Service Management

g N I v Pagk 97-02
MAIN

Food Service Management Yolume | (37-02)
@ Markup Reguest AFPENDIX Cfrom Jerry L Heisey - Incorporated
v Comment: Farms to SCAN? from Dawe Bunten
é@ Markup Reguest FIGURE NUMBERS FOR FP486 \WITH CORRECTIONS from Jerry L Heisey
¥ Markup Reguest Revision to Appendix | from Curtis H Litleton - Incorporated
¥ Comment: Food Service Management Wolume | (37-02) from Jerry L Heisey
v é@ Chapter 1 Organization, Administration and Security
” Markup Reguest 1109 FOOD SERYICE ATTENDANTS from Curtis H Litleton - Mot Inc
v Comment: ¥WHY THE DELETION from Jerry L Heisey
DOCUMENTS ONLY Markup Fieguest 1112 FINAMNCIAL LOSSES AMD ACCOUNTABILITY fram Curlie H Litth
Comment: Chapter 1 Organization. Administration and Security from Jerry L Heise
COMMENTS & MRRKUPS Fart A Qrganization
1000 Purpose
PREVIOUS VERSIONS 1007 Authority
1002 Mawal Supply Systems Command
PROJECT SUMMARIES 1003 Nawy Food Management Teams and Detachments

1004 Authorization and Establishmeant - Afloat
VIEW & DIFFERENT 1005 Autharization and Estaklishment - Ashore
1006 General Mess Organiztion Chart
PROJECT'" Markup Reguest CHANGE CHART TITLE fram Jerry L Heisey - Incorporat:
Fart B Administration - Duties and Responsibilities
1100 The Commanding Officer
1101 The Executive Officer
1102 The Designated Medical Representative
1103 The Supply Officer
Markup Request: add sample letter in app b from Jery L Heisey - Incorpore
1104 The Food Service Officer
Commant APPEMDIX B IS LETTERS OF AUTHORITY" from Jerm L Heisen=l

| a| “[& documents selected */ 37 Office =5

Figure 4.3 Printing Multiple Documents
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Choose File | Print from the File dropdown menu. The Print dialog box will appear.
Ensure that the “Print Selected Documents” radio button has been pressed. To submit
the print job, click OK and the document(s) will be printed.

Note:

A single open document may also be printed using the above procedure;
however, only the open document will be printed.

You may also print the project outline shown in the view. To do so, choose File |
Print from the dropdown menu; be sure the “Print View” radio button is selected in
the resulting dialog box. Select OK to submit the print job.

Searching

Searching for text, documents, or field values is a powerful feature of many database
engines. QUADS is no exception to this, offering the distinct advantage of conducting
an automated search for items of interest with the on-line search engine.

Full Text Search

QUADS contains a full text search engine that allows you to find instances of an item
across the spectrum of documents in the database. For instance, finding a specific
section in a manual might be a daunting task, involving searches through three or four
major views. With the full text search feature in Lotus Notes, this would take less than
a minute.
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.. QUADS - Food Service Managementy1. Main View - Lotus Motes Desktop

DEiIs Edit Wiew Cieate Actions Window

G A 8 2] A

Help

lEFle e fed]e = [%=vaE

Purposs|

Createlndexl Sealchl Reset | 82 |

ﬁb Compaose Comment | @ Compose Markup |

98

UADS
MAN ViEW

DOCUMENTS ONLY
COMMENTS & MARKUPS
PREVIOUS YERSIONS
PROJECT SUMMARIES

VIEW 4 DIFFERENT
PROJECT...

Document

Food Service Management

PA486 97-02
Food Service Management Yolume | (97-02)
- & Markup Request AFPENDIX Cfrom Jerry L Heisey - Incorporated
- Comment: Forms to 3CAMN? from Dawve Bunten
- & Markup Request FIGURE NUMBERS FOR P486 WITH CORRECTIONS from Jerry L Heisey
Markup Request Revision to Appendix | from Curtis H Litleton - Incorporated
Comment. Food Service ManagementWolume | (37-02) from Jerry L Heisey
& Chapter 1 Organization, Administration and Security
Markup Request 1109 FOOD SERVICE ATTENDANTS from Curtis H Litleton - NatInc
Comment: \WHY THE DELETION from Jerry L Heisey
Markup Request: 1112 FINANCIAL LOSSES AND ACCOUNTABILITY from Curtis H Litih
Comment: Chapter 1 Organization, Administration and Security from Jemy L Heise
Part A Organization
1000 Purpose
1007 Authority
1002 Nawval Supply Systems Command
1003 Nawy Food Management Teams and Detachments
1004 Autharization and Establishment - Afloat
1005 Autharization and Establishment - Ashara
1006 General Mess Organiztion Chart
Markup Reguest CHANGE CHART TITLE from Jerry L Heisey - Incorporat
Part B Administration - Duties and Responsihiliies
1100 The Commanding Officer
1101 The Executive Officer
1102 The Designated Medical Representative
1103 The Supply Officer
- Markup Request add sample letter in app b from Jerny L Heisey - Incorpore
1104 The Food Service Officer

Commant APPENDIX B |5 LETTERS OF AUTHORITY" from Jarny L Heisew.=l

*| /| Office

=]

Figure 4.4 Full Text Search

To initiate a search from a particular view, enter the search criteria in the search bar, as
depicted in Figure 4.4. If the search bar is not visible, click the View Show/Hide
Search Bar Smartlcon, or use the View | Search Bar dropdown menu. To begin the
search, select the Search button.

XXi



QUADS USER MANUAL VERSION 2.1 01 AUGUST 98

Search results, shown in Figure 4.5, are listed in relevancy ranking order, from the
document that is most relevant (i.e. that has the most occurrences of the search text)
down to the one that is least relevant, in descending order. To view any one of these
resulting documents, simply double click its title. To restore the original view, click the
Reset button.

.. QUADS - Food Service Managementy1. Main View - Lotus Motes Desktop
D File Edit Yiew Creab Actions indow  Help

UG A Bl o] A DT O [0l = =% 7
@ |Purpose Create Index | Sealchl Reset
ﬁb Compaose Comment | @ Compose Markup |

Document )

Part A Organization
1000 Purpose
1005 Authorization and Establishment - Ashare
1111 Accountability
2102 Feeding Auxiliary Wessel Crews
2109 Operating a General Mess on Board a Craft or Ship Assigned to the Nawval R
2304 Recapitulation of Meal Record (NAVSUP Form 1292) Used as a Daily Meal
2306 Responsibilities
2307 AuditBoard Frocedures
2401 Rations Allowed MNumber
2501 Daily Ration Allowances and Monetary Values

DOCUMENTS ORLY

2605 Operational Rations
2607 Contract Feeding/Outsourcing
MMENT, M% R]K PS Markup Request add part g waste management operations from Curtis H Littleton - Ince
¢o S5é u Comment: New part g Waste Management Operations from Dawe Bunten
PREVI Us ‘fERS 3002 Armed Forces Fecipe Service
0 1ONS 3301 Other Feeding
3402 Bulk Food Donation
PROJEGT SME‘S Markup Reguest changes from MSC David Pauly - Incorporated
mﬁ D Markup Reguest rewrite from Jerry L Heisey - Incorporated

35071 Computation of Met Cast Per Ration
Markup Request paragraph 3507 from Curtis H Littleton - Incorporated
4101 Food ltems Procured from Other than Subsistence Prime Vendor
Markup Reguest Add ta to the end af4101(1)a(3) from Jerry L Heisey - Incor
4104 Presersation-Packaging and Packing for Food kems
Markup Request paragraph 4104 from Curtis H Littleton - Incorporated
Comment add the word "which" from Jerry L Heisey
4201 Requisitioning Food ltems from Mavy Supply Activities
4202 Requisitioning Food ltems from Another End User
Iarkup Request New Section from Dave Bunten - Incorporated il

\\“\\\\\\\\\\\\“““““““\Q

| B “[56 dacuments found *|E Dffice: o=

Figure 4.5 Results of Full Text Search

Classic Text Search

You also have the ability to perform a classic text search by using the Lotus Notes
Edit Find/Replace Smartlcon. Open the desired document and click Edit
Find/Replace. When the dialog box appears, enter the desired text in the field
provided and select “Find Next.” The screen will scroll to and highlight the first
occurrence of the text in the current document. Repetitively clicking “Find Next” will
navigate to the remaining occurrences until no more are found. You will not have
access to the “Replace” function for control purposes. The document editors,
however, may use this function.

XXii



Attached
File

QUADS USER MANUAL VERSION 2.1 01 AUGUST 98

Attaching & Detaching Files

Some documents in QUADS will have attached source files. These are generally the
Microsoft Word files that were used to create the Lotus Notes documents and views.

These are typically the documents to which the editor will apply reviewers’ markup
requests and comments.

\wi QUADS - Food Service Management\1. Main View - Lotus Notes Desktop

7] File Edit View Creste Aclions Window Help

OGBS A DT Al = s=l b s
=
) Compose Comment | ) Compose Markup |

Create Index I Search I Hesell ‘

Y ‘ ‘ | Document ﬂ
UﬁDS Food Service Management
g & P486 97-02
P486 97-03
__ P486 87-04

od Service Management Yolume | (37-04)
X # ) 50 Chapter§ Receipt Inspection and Stowags
N Part A Receipt
5000 General
Comment: b. from MSC David Pauly
Comment: 5000 General from Jerry L Heisey

Comment: Mot Incorporated. from Dawve Bunten

DOCUMENTS ONLY
COMMENTS & MARKUPS
PREYIOUS YERSIONS

Comment: MS's are now receiptinspectors from MSC David Pauly
Comment: 5000 General from Jerry L Heisey
Comment: Not Incorporated from Dawve Bunten
Markup Request: Changes per recent guidance from Dawe Bunten - Incorpc
Comment: 5000 General from Jerry L Heisey
5007 Anticipation of Receipts

PROJEGT SU]MMﬁ}RIES Comment: ¥Working Parties from Dione Howard
5002 Receipt Documents Used
VIEW & ]DHFFERE]NT Comment: receipts from MSC Dawid Pauly
Comment: 5002 Receipt Documents Used fram Jerry L Heise
PROJECT... i 4 4

Comment: Receipts from Dawve Bunten
Fart B Receipt and Inspection Procedures for Subsistence Prime Vendor
5100 Inspection for Subsistence Prime Yendor
Markup Reguest: New Section fram Dave Bunten - Incorporated
Comrment: 5100 inspection for subsistence prime vendar from Jemy L+
Comment: Anather Take on This sentence from Dawve Bunten

Comment: 5100 inspection for subsistence prime wendaor fre

Comment: add figure number from Jerry L Heisey

Comment Enclosure???? from Jern L Heisew |

* 27 Office a7

[ I §
Figure 4.6 Outline View Showing Attached File

In outline view, documents with attached files will appear with a “paperclip” next to
their titles, as shown in Figure 4.6. This paperclip makes it easy to spot documents,
comments, or markup requests that contain attached files.
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Each chapter or major division in a particular publication will have the associated MS
Word document(s) shown as an MS Word icon(s) at the very bottom of the section. One
such icon is depicted in Figure 4.7. Attached source files are useful for seeing and
printing the formatting of the original document.

. Response 1 of 8 to ™ - Lotus Notes Desktop ===l
D Eile Edit Miew Create Actions Aftachment  Window  Help

G B 85 wg] A3 TIF[ &0 [ old | T v
'é Close Docurent | ﬁ Caompose Comment | @ Compose Markup |

CHAPTER &

RECEIPT, INSPECTION AND STOWAGE

PART A - RECEIPT

PART B - RECEIPT AND INSPECTION PROCEDURES UNDER SUBSISTENCE PRIME VENDOR
PART C -RECEIPT AND INSPECTION PROCEDURES FOR OTHER THAN PRIME VENDOR DELIVERIES
PART D - UNSATISFACTORY SUBSISTENCE ITEMS

PART E - POSTING AND PROCESSING RECEIPT DOCUMENTS

PART F - DISTRIBUTION OF RECEIPT DOCUMENTS

PART G - PROCESSING DEALER’S BILLS FOR PAYMENT

PART H - STOWAGE

PART I - Handling of Fruits, Vegetables, Meats, Animal Products and Garbage Aboard Navy
Ships and Aircraft Returning from Foreign or Offshore United States Ports

Here

486 _cha_W2.doc

Attached File

| Gl i * 27 Uifice A=

Figure 4.7 Document with Attached File
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Double clicking the MS Word icon will bring up a dialog box, shown at Figure 4.8,
prompting you to choose from among the following options:

o View . If you do not have the native text editor application (Microsoft Word
or the like), you may view it in the Lotus Notes Universal Viewer.

o Launch. You may launch the attached file(s) in the native word processing
application.

o Detach. You may save the file(s) to the local hard drive.

& Froperties for. IR > |
o\
File: P486_chl W2 doc

Length: 136 Kbytes [ 35.4%]
Modified: 0270998 02:09:14 Ak

w7 Launch.. | Detach..

Figure 4.8 Attachments Dialog Box

In the universal file viewer, the file may be viewed and the text may be copied to the
clipboard to be used with whatever word-processing application you may have. Hence,
there is no need for you to have the native word processing application of the source document.

Detaching Files

You may Detach (really a misnomer - one actually saves it to the hard drive) an
attachment. Click the MS Word icon at the bottom of the screen. When the dialog box
appears, select the Detach option. Another dialog box prompts you to specify where
on your hard drive to save the attachment. The file name of the attachment appears in
the File Name field once you have selected it. Click the Detach button to save the file
to the hard drive. The file can subsequently be viewed in its native application.
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Attaching Files

Files may be attached to comments or markup requests. Whether you are attaching a
file to a comment or to a makrup request, the process is virtually the same. To attach a
file to a markup, you first must place the mouse cursor in the brackets beneath the
Markup Description section of the editing form. Choose File | Attach from the
dropdown menu, as shown in Figure 4.9.

.. AC chimi SLAMET
N Edt Wiew Crests  Actions Text indow Help

{} Opzr Efter |1 |ﬁ‘:‘%} = =
=  OpenURL Chi+L =
4 Do S fommment

| =  Save Chrl+5
Save b Mew Yersion Compose Date 08/25/98 04:12 PM =]
Document Properties. Originator Meredith Dykes
Database L3
FBeplication 3 . . . . .
Mobile » [ENGE: Chapter 1 Organization. Administration and Security
Impart
Export
Frint Ctrl+P
Pane Setup.
Tools r
Exit Motes

Markup Description

F
a4

~ Markup Dispogition

The above markup was... | O Incorporated

C Partially Incorporated
€' Not Incorporated

C Held for Review

[<rows=12 cols=100 wrap=virtual>]
[Hehv *]10 [None] ] *E=2/ Office e

Figure 4.9 Attaching a File To a Markup Request

A dialog box will appear, allowing you to browse your hard drive to locate the file you
wish to attach. Highlight the file and the file name will appear in the field at the bottom
of the box. When finished, select the Create button. The Microsoft Word (or other
application) icon will appear in the body of the markup editing screen.
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NON SERVER-BASED USERS ONLY

The Replication Process

To navigate views and open documents is valuable in the document review process
only if you can see the updates that are made and provide feedback. To do this, non
server-based users must replicate - a process of downloading and uploading files from
the central server. In the Lotus Notes client-server topology, any client may provide
updates to the server, but in limited fashion depending on the degree of access. While
only the database administrators may change the documents themselves (for reasons of
configuration control), all reviewers have the ability to send comments and markup
requests.

Note:

Non server-based users are remote users that are not connected to a
Lotus Notes server. When a non server-based user accesses the Lotus
Notes workspace, the QUADS icon will read “QUADS on Local.”
Server—based users, on the other hand, are directly connected to a Lotus
Notes server. A server-based user's QUADS icon will appear similar to
the one shown in Figure 4.10, with the Lotus Notes server indicated. In
this case, the server is “QUADSL.” Server-based users do not need to
replicate, as their replication process is automatic.

.. Workspace al Dffice - Lotus Notes Desklop
D File  Edit View Create ‘window Help

2

auans
on QUADST

Figure 4.10 QUADS Icon and Replicator Tab on Lotus Notes Workspace

Replicator
Tab
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Replication Set Up

The replicator page is shown at Figure 4.11. The database icon for QUADS should
already be available as a selection on this page. If it is not, simply click the QUADS
database icon and “drag” it to the replicator page tab. The QUADS icon should have a
double-headed blue arrow, indicating both send and receive mode in the “Other
Actions” column. The box in the “Start” column to the left of the QUADS icon
should also be checked.

[ Warkspace: at Office - Lotus Hotes

Figure 4.11 Replicator Page

If you are set up for scheduled replication with the QUADSMAIN/NAVY server, the
clock icon will be checked and an indication will be visible in the remarks column that
this is for QUADS.
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To ensure that the QUADSMAIN/NAVY server is given priority among Notes
servers to replicate the QUADS database, double click the blue arrow in the row
hosting the QUADS icon. A dialog box will appear as shown in Figure 4.12. Ensure
that the server box has QUADSMAIN/NAVY selected. For the QUADS icon, both
the send and receive boxes should be checked.

QUADS: at: Dffice

Receive full documents

F/gure 412 Se/ect/ng QUADSMAIN as Priority Server

XXIX



QUADS USER MANUAL VERSION 2.1 01 AUGUST 98

Methods of Replication

To begin the replication process, single click the replicator tab on the Lotus Notes
workspace. Clicking the replicator tab will bring you to the replicator page, as shown in
Figure 4.13. To initiate on-demand replication, click the Start button in the upper left
corner of the replicator page. A message will appear in the bottom left corner of the
Lotus Notes workspace indicating that the computer is attempting to connect to the
QUADSMAIN/NAVY server. After connection, a comparison of the local QUADS
database to the QUADSMAIN/NAVY server’'s master copy will occur. This is a
differential process ensuring that you get only those documents that you need.

.. Workspace at Office - Lotus Notes Lotus Components = E3

I Ele  Edt ¥iew Create Actions W

Home Plate
Start Button D e =

J St mpended O

" Paul wilkinson PR with STDMNotes1/CAC
.

-

Ref QL

Send & Receive Mai | Dther Actions !| 2 Help |

Databass templates
B e

3 BUADS References 03/04 with BUADS 1/NAVY
:ﬂlﬂ e 02:20 PM

QuADS Today with QUADST ANAYY
4 t&\ M 03:49PM 151 Received. 0 Sent

=L
Idle
I Gl i [ [ffce =T
il Start || #l Workspace at Office ... | B Microsoft word - Working i |M|crnsnltina|F‘nmt-[Ma B3 & 260 PM

Figure 4.13 Replicator Page
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A blue progress bar at the bottom of the replicator page indicates the status of the
document download and upload. It will first perform a search of the server for design
changes. Next, it will give both number of documents replicated of the total
documents in the database and the estimated time remaining for replication. An
example of this comparison is shown in Figure 4.14.

(L Warkspace at Office - Lotus Notes
[T Ble Edt Yiew Cieate Actions Window Help

= Lotus Components M= ES

with 5TONotes1/CAC)
I
Database templates
0 m e p—
2 OUADS References 03/04 with UADS 1 /NAYY
4 gy — 0220 FM
QUADS1 with UADS T /NAYY
s NAVYVEUADSHAVDO g‘
3434 out of 7104 Updates:; apprasimately less than & minute remaining Mest
EL_ | ]
“= Roceiving NAYDOC! NSF from QUADST/MAVY NAVYAQUADGHAYDOC NSF Stop
| = *| Background replication request submitted | |office =5
i8R Start | [ Workspace at Office ... B¥ Micrasoft Word - Warking .| [&] Miciosoft PowerPoint - IMa. | & 343FM

Figure 4.14 Status Bar Showing Replication Progress

Replication will continue until all documents are successfully downloaded, or until
interrupted by the user. If replication is interrupted, a message such as “Failed with
server QUADSMAIN/NAVY, 151 documents received, 5 sent” will appear to the
side of the icon. This is not a cause for concern and only indicates that the process was
halted. Further investigation is needed only if you did not choose to stop the
replication, and a similar message was received.
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An alternative method of replicating is to click the “Other Actions” box itself and
choose “Replicate selected database,” as shown in Figure 4.15.

F/gure 415 A/temate Method of Replication

If the replication parameters are not set up or you need extra help, contact the
QUADS Help Desk at (800) 362-8237 or (703) 277-6788.
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Chapter

Working in QUADS

Before working with QUADS, you should become familiar with Lotus Notes®
terminology and navigation techniques. If you are unfamiliar with Lotus Notes basics,
refer to Chapter 4 for some very basic information about Lotus Notes.

Accessing the Lotus Notes Workspace

ﬁ Double click the Lotus Notes icon from your desktop to launch the application. The
Lotus Notes opening, or “splash” screen, shown in Figure 5.1, will appear while the
system is initializing. The splash screen transitions to the Lotus Notes workspace page.

NOTES TCoN  Atypical workspace setup is shown in Figure 5.2.

Release 4 5a December 20. 1336

icted Rights for LIS

L
18 Start| B Microsft Word - QUADS... | D& 1122aM

Figure 5.1 Lotus Notes Opening “Splash’ Screen
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.. Workspace at Office - Lotus Motes Desktop
D FEile  Edit Yiew Cieate tions  window  Help

O A 8 ] B G

M= E )

(59

QUADS
on QUADST

[ | i
Figure 5.2 Typical Lotus Notes Workspace

“|&=3] Office: =5

Double click the QUADS icon from the workspace to access the QUADS database.
The screen will now transition to the QUADS Opening Screen.
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Opening Screen - QUADS Billboard

01 AUGUST 98

The opening screen in QUADS is the QUADS Billboard, depicted in Figure 5.3. It
appears each time QUADS is opened. Scroll down to review the Items of Interest and
System Messages, which are posted to the billboard on a weekly basis. To proceed
beyond this screen, simply press the Open the Database hotspot below the graphic.

The screen will transition to the QUADS Project Summaries Navigator and View.

Welcome to QUADS - Lotus Notes Desktop =1 ES |

F\Ie Edt Mew Create Actions Window Help

Gt B 85 ws] A0 TIF[ &0 [ old | T [

A

QUADS

ben |||u1[|'r;; COUMLS

Open the Database

QUADS ltems of Interest

This database may be accessed thrnugh Lotus Notes or the Internet. If outside the

NAVSUP claimancy. and wishi UADS account, please call (717) 605 -
5122, CDR Ron Roskowski or je-mail address |[Ronald_Roskowski@navsup.navy.mil.

System Messages

Week ending  o7/12/98

NAVSUP P-487 "'Ships Store Afloat™. Chapters 2 - 6 are posted for review. P-487 is being completely overhauled to
deployment of ROM Il software. NEXCOM, Mr. Charles Yaughan, 757-443-2085, is the editor.

PRODUCT IMPROVEMENT: Three instructions are now available in QUADS for review: NAVSUPINST 4400.904, "
SUPPLY MANAGEMENT OF NUCLEAR MATERIAL", NAYSUPINST 4408.4, "DoD REPLENISHMENT PARTS PURCHASE
OR BORROW [RPPOB] PROGRAM", and the NAYSUPINST 4440.16B, "LEVEL 1} SUBSAFE PROGRAM "". Comments
and markups on the first version of each instruction are requested hy] SEP 98. Contact NAVSUP sponsor Bob
Gaydosh at 717-605-1431 for more information. NAVSUPINST 4857.4, " DEPARTMENT OF DEFENSE MASTER
URGENCY LIST [MUL]" is also available for review. The timeline for sub ion of and markups has

* 27 Office

=

Figure 5.3 QUADS Billboard
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Project Summaries Navigator & View

Figure 5.4 shows the Project Summaries Navigator and View. You will automatically
be able to see a listing of all current QUADS Project Summaries in the “view” on the
right half of the screen. You will also see the navigation panel on the left half and the
Smartlcons and search bar at the top of the screen.

L. QUADS - Project Summaries - Lotus Notes Desktop
D File  Edit View Create Action: Window Help

GBI e A D T[T [T == Bl=b )@
)

Q Select a Document to View

Doc # Created ‘Eommand ﬂ
b Activity Implementation Hanual (Alk)
UADS
b Amed Forces Recipe Service

b Ashore Supply formery HILSTRIPIHILSTRAR)
PR@JECT SWRIES b Crisis Management Operations
b Department of Defense Haster Urgency List (HUL)
b DoD Replenishment Parts Purchase or Bommow (RPPODB) Program
b Environmental Protection Program for the Naval Supply Systems Command
¥ Food Service Hanagement
¥ Food Service Operations
¥ Fuels Hanagement Afloat Hanual
¥ ILO/LR Desktop Guide
¥ Level IISubsafe (LISS) Stock Program

g b HILSTRIPMILSTRAPMshore Supply
MIN VI'EW ¥ NAVSER Total Asset Visibility Strategic Plan

b NAVSUP IG Assessment - FISC Pearl Harbor

b NAVSUP IG Assessment - FISC San Diego
¥ NAVSUP P-487 Ships Store Afloat
¥ NAVSUP Security
b NAVSUP Stratification Guide
b NFHMT-VS Lesson Plans
¥ Procedures for Receipt, Storage and Handling of Radioactive Haterial Shipments
¥ Protection of items Susceptible to Damage from Electrostatic Discharge
b Readiness Based Sparing
¥ Report of Discrepancy (ROD) Manual
» SEABEE Supply Hanual
b Ships Hazardous Material List (SHML) Update Procedures
b Stratification of Assets
b Supply Ashore
b Supply Hanagement of Nuclear Weapons Haterial
» SURFSUP =l

I T T |22 Office =N
Figure 5.4 Profect Summaries Navigator & View

| Erealelndexl Searchl Hesell ‘
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Expanding & Collapsing

Expanding and collapsing are means by which you can, to some extent, control
desktop size, appearance, and navigation processes. From the Project Summaries
Navigator and View, two methods exist for expanding or collapsing documents. The
first is to use the arrowheads, commonly known as “twisties,” located next to the
project titles. In Figure 5.5, all of the QUADS Project Summaries currently listed in the
view are superior documents, or documents at the highest level of the document
hierarchy. Each of these superior documents has a arrowhead pointing towards its title
in the view. A twistie pointing towards a project title, or a collapsed twistie, indicates
that subordinate documents are available. A single click on a Project Summary’s
collapsed twistie will reveal its sub-documents. To subsequently remove these
subordinate documents from view, simply single click the downward pointing, or
expanded, twistie next to the Project Summary title.

.». QUADS - Project Summaries - Lotus Notes Desktop

(] fle Edi View Creote Acions Window  Help
QA RSz At DFl e ffes] o= S=le]#]
s

Q Se\ect a Document ta Yiew...

Doc # | Created ‘Enmmand il
¥ Activity Implementation Manual (AIM)
UADS > towr vy
¥ Amed Forces Recipe Service

¥ Ashore Supply formery HILSTRIPIHILSTRAP)
PRO!J'ECT SWRIES b Crisis Hanagement Operations
¥ Department of Defense Haster Urgency List (MUL)
13 Du[l Replenishment Parts Purchase or Bomow (RPPOB) Program
Pr ion Program for the Naval Supply Systems Command

| Ersalslndexl Searchl Hssell ‘

13 F,ud Service

™=Tood Service Operations

¥ Fuels Hanagement Afloat Hanual

b ILO/ILR Desktop Guide

» Level IMSubsafe (LSS) Stock Program

b HILSTRIPMILSTRAPMshore Supply

b NAVSEA Total Asset Visibility Strategic Plan

'\

b NAVSUP IG Assessment - FISC Pearl Harbor

b NAVSUF IG Assessment - FISC San Diego

b NAVSUP P-437 Ships Store Afloat

b NAVSUP Security

b NAVSUP Stratification Buide

b NFHT-VS Lesson Plans

¥ Procedures for Receipt, Storage and Handling of Radioactive Material Shipments
¥ Protection of ttems Susceptible to Damage from Electrostatic Discharge

¥ Readiness Based Sparing

¥ Report of Discrepancy (ROD) Manual

¥ SEABEE Supply Manual

¥ Ships Hazardous Material List (SHML) Update Procedures

b Stratification of Assets

¥ Supply Ashore

¥ Supply Hanagement of Nuclear Weapons Haterial

b SURFSUP |

[ i d e 6,
Figure 5.5 View Showing Superior Documents Only

For instance, to expand the Project Summary “Food Service Management,” single click
directly on its twistie, as shown in Figure 5.5. Upon clicking its twistie, the subordinate
documents will be revealed, as shown in Figure 5.6.
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[ QUADS - Project Summaries - Lotus Notes Desktop M= E
D File Edit Yiew Cieate Actions Window Help )=
G4l ey sl IR T RS  RalE

Q Select a Document to Yiew... |
b Activity Implementation Hanual (AIH)

UADS | =%
A& » Amed Forces Recipe Service

¥ Ashore Supply formerly HILSTRIPHILSTRAP)

PR@!&]ECT SWRI‘ES P Crisis Hanagement Operations

b Department of Defense Master Urgency List (MUL)

¥ DoD Replenishment Parts Purchase or Bomow (RPPOB) Program

PF Byvironmental Protection Program for the Haval Supply Systems Command

‘ Createlndexl Sealchl Reset |

Doc # \ Created |Command ﬂ

[+ Fghd Service

~ P426 9702 040807 Haval Supply Systems
P426 9703 107 Haval Supply Systems
P436 9704 1MN7 Haval Supply Systems

¥ Food Service Dperations

¥ Fuels Hanagement Afloat Hanual

¥ ILOALR Desktop Guide

¥ Level ltSubsafe (LI!S S) Stock Program

b HILSTRIPHILSTRAPIAshore Supply

¥ NAUSEA Total Asset Visibility Strategic Man

¥ HAUSUP 16 Assessment - FISC Pearl Harbor

b HAVSUP IG Assessment - FISC San Diego

b HAVSUP P-487 Ships Store Afloat

¥ NAVSUP Security

b NAVSUP Stratification Guide

b NFHMT-VS Lesson Plans

} Procedures for Receipt, Storage and Handling of Radioactive Material Shipments
» Protection of ems Susceptible to Damage from Electrostatic Discharge

b Readiness Based Sparing

b Report of Discrepancy (ROD) Manual

b SEABEE Supply Hanual

b Ships Hazardous Material List (SHML) Update Procedures

b Stratification of Assets =

[ A 7 e 6|
Figure 5.6 View Showing Subordinate Documents

To subsequently conceal the subordinate documents and distill the view to the highest
level, single click the expanded twistie.

Another method of expanding and collapsing project titles is to use the Lotus Notes
Smartlcons, located on the toolbar at the top of the workspace. The View Expand
and View Collapse icons behave in the same manner as the twisties in that they
expand or collapse only the selected document. In contrast, the View Expand All and
View Collapse All icons expand or collapse all Project Summaries in the view. To
fully expand the view, single click the View Expand All Smartlcon. The view is
shown fully expanded at Figure 5.7. To fully collapse the view, single click the View
Collapse All Smartlcon. The view is shown fully collapsed at Figure 5.8.
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ject Summaries - Lotus Notes Desktop
fetions indow  Help

5 e Ll

Wiew  Create

e EISEE aE

| Ereatelndexl Saamhl Reset | 8= |

Q Select & Document ta Yisw

Doc # Created |command :‘I
= Crisis Hanagement Operations
UﬁDS 3500.3E 04N 5% Naval Supply Systems
* Departmient of Defense Master Urgency List (HUL)
INST 4357 4 060595 Naval Systems Supply
PR@!&]ECT SWRI‘ES ¥ DoD Replenishment Parts Purchase or Bomow (RPPOB) Program
* INST 4408 4 070198 Haval Supply Systems
* Environmental Protection Program for the Naval Supply Systems Command
INST 50901 010695 Haval Supply Systems
[~ Food Service
P426 97-02 04005397 Naval Supply Systems
P426 9703 1101097 Naval Supply Systems
P426 9704 1101097 Naval Supply Systems
* Food Service Dperations
P421 9201 [y [riotd Naval Supply Systems
Mm ‘{I'EW P421 9302 030693 Naval Supply Systems
P42193-03 031398 Naval Supply Systems
P42193-04 041495 Naval Supply Systems
P421 93-05 0422095 Naval Supply Systems
P421 93-06 0422095 Naval Supply Systems
P421 9507 0422095 Naval Supply Systems
¥ Fuels Management Afloat Manual
INST 40261 06MTHT7 CINCLANTFLTICI
* ILOALR Desktop Guide
Volume 1 031903 LANTFLTIP
Volume 7 031903 LANTFLTIP
= Level 1Subsafe (LIS S) Stock Program
INST 4440 16B 06059 HAUSL
= HILSTRIPHILSTRAPIAshore Supply
HAVSUP P437 060495 Naval Supply Systems
93000
* NAVSEA Total Asset Visibility Strategic Plan =
| | il ‘| 2= Office e

Figure 5.7 Profect Summaries Navigator & View - Fully Expanded

. QUADS - Project Summaries - Lotus Notes Desktop —[=1x])
7] File  Edt Wiew DLieate Actions window Hslp =1

Qlt & || Rleg] A0 DT &1 ] & = w|=]% ]
== | Createindes | search |M@_”

Q Select a Document to Yien

Doc # \ Created |command =
b Activity Implementation Manual (AIM)
UADS
¥ Armed Forces Recipe Service

¥ Ashore Supply formerly MILSTRIPIHILSTRAP)

PR@!&]ECT SWRI‘ES b Crisis Management Operations
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¥ DoD Replenishment Parts Purchase or Borow (RPPOB) Program

¥ _Environmental Protection Program for the Haval Supply Systems Command
» Food Service Manaaement

b Food Service Operations

b Fuels Hanagement Afloat Hanual

b ILOALR Desktop Guide

¥ Level ISubsafe (LISS) Stock Program

¥ HILSTRIPIHILSTRAMAshore Supply

MAIN VTEW ¥ NAVSEA Total Asset Visibility Strategic Plan

¥ NAVSUP IG Assessment - FISC Pearl Harbor

¥ NAVSUP |G Assessment - FISC San Diego

¥ NAVSUP P-487 Ships Store Afloat

¥ NAVSUP Security

¥ HAVSUP Stratification Guide

b HFHT-VS Lesson Pans

¥ Procedures for Receipt, Storage and Handling of Radioactive Haterial Shipments
b Protection of items Susceptible to Damage from Electrostatic Discharge
b Readiness Based Sparing

b Report of Discrepancy (ROD) Hanual

¥ SEABEE Supply Manual

¥ Ships Hazardous Material List (SHHL) Update Procedures

¥ Stratification of Assets

¥ Supply Ashore

¥ Supply Hanagement of Nuclear VWeapons Material

> SURFSUP I

S| il = =l

|
Figure 5.8 Profect Summaries Navigator & View - Fully Collapsed
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From the Project Summaries Navigator and View, you have two options:

o View a Project Summary document
o Navigate directly to the Main View

To view a Project Summary document, scroll to the desired document in the view,
highlight it, as shown in Figure 5.9, and double click.

». QUADS - Project Summaries - Lotus Notes Desktop

DFHB Edit Yiew Create Actions
kA B el A0 E 7] v | re o sl lb
|

Q Select a Document ta Yiew...

Doc # | Created Command ﬂ
b Activity Implementation Hanual (AIH)
UADS
¥ Amed Forces Recipe Service

¥ Ashore Supply (formerly HILSTRIPPHILSTRAP)

PR@!&]ECT SUMRIES P Crisis Management Operations

¥ Department of Defense Master Urgency List (HUL)

¥ DoD Replenishment Parts Purchase or Bommow {(RPPOB) Program

¥ Environmental Protection Program for the Naval Supply Systems Command
~ Food Service

| Eraalelndexl Searchl Hasell x ‘

P426 9702 040207 Haval Supply Systems
P426 9703 110107 Haval Supply Systems
P486 9704 1101897 Naval Supply Systems

¥ Food Service Operations

¥ Fuels Hanagement Afloat Hanual

¥ ILO/LR Desktop Guide

¥ Level IfSubsafe (LIISS) Stock Program

¥ HILSTRIPMILSTRAPMshore Supply

¥ NAVSEA Total Asset Visibility Strategic Plan

¥ NAVSUP IG Assessment - FISC Pearl Harbor

b NAVSUP IG Assessment - FISC San Diego

b NAVSUP P-487 Ships Store Afloat

b NAVSUP Security

b NAVSUP Stratification Guide

b NFHMT-VS Lesson Plans

b Procedures for Receipt, Storage and Handling of Radioactive Material Shipments
b Protection of items Susceptible to Damage from Electrostatic Discharge

b Readiness Based Sparing

b Report of Discrepancy (ROD) Hanual

b SEABEE Supply Hanual

b Ships Hazardous Material List (SHML) Update Procedures

b Stratification of Assets =l

| il il * 27 Offic= =5

Figure 5.9 Highlighting a Project Summary for View
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Viewing a Project Summary

A Project Summary document, such as the one shown in Figure 5.10, will appear once
opened. Overall project information in the Project Summary includes the project title,
originator, document number, point of contact (POC), plan of action & milestones
(POA&M), and review team members. Document sponsor or editor’s guidance is
shown in the section entitled “Reviewer Notes.” It may be necessary to scroll down to
view all of the project information contained in the Project Summary.

|, Food Service Management - Lotus Notes Desktop = 1ax]]

B8]

DEHB Edit View Create ) Actions wmdow Help
QI A |16 el A5 T 7 - 7 [0 2| 0 i

&3] Navigale to MainView | ‘g Close Document

Compose Bale 470397 07:55 M

Wriginater fisbert Pravdzial

Service: |8 Navy hriginatnr: Naval Supply 8ystems Command
Title: Food Service Management Document #: P486 97-02
POC: Curtis H Littleton/NVSPHQ/NAYSUP POC Phone #: 717-605-7443

Reviewer Notes:

P486 Chapters 1& 2 incorporating the markups submitted onwersion 1 and changes agreed upon atthe 2-6 Fel Fleet Food Service meeting are posted in
QUADS for final review. Reviewers are requested to post comments and markups by 15 Mar 98. Please use Purple Bold for additions and Fed-
stikethrough for sections you recommend be deleted or modified.  (Note: If you are using QUADS Domino text properties will notwork. Enteryour
recommended changes as markups in two paragraphs. One with the old version and one with the newwversion underit)

Please contact Curt Litleton 717 B05-7443 or Dawve Bunten 703 277-6616 if you hawe any questions.

Plan of Action € Milestones [(PDAEM)

Key Dates
Load in QUADS: 02417798
Complete QUADs Peview: 03/15/98
Incorporate Changes: 03730798
Final Document Approved for Publlication: 0430098
Review Team Members: Jane P McMullen =l
| | *| 658 unread document(s] iemaining * |22 ifice =5

Figure 5.10 Project Summary Document

When finished reviewing the Project Summary, select the Close Document button at
the top of the screen to return to the Project Summaries Navigator and View or select

the Navigate to Main View button to automatically move to the QUADS Main
View for the current selection.
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Being Added as a Reviewer

The Project Summary document shown in Figure 5.11 does not have a Navigate to
Main View button in the upper left corner. This is due to the fact that you are not
currently an authorized reviewer for this particular project. You may still review the
Project Summary to see if you are interested in becoming a reviewer, however. If so,
contact the project point of contact (POC); most welcome the participation of
additional subject matter experts. The POC name and phone number are listed on the
Project Summary.

. NAVSUP Security - Lotus Notes Desktop M E
D File  Edit View Create Actions “Window Help il
SGABAE

¥, Close Document |

Compose Bate 061775 10:52 AW

Originater Robert Pravdzial

Service: |18 Navy hriginatnr: haval Supply Systems Command
Title: NAYSUP Security Document #: |N8T 5530.10
POC: Mary J LaFata/NVSPH/NAYSUP POC Phone #: b17-ﬁ|]5-7|]33

Reviewer Notes:

Project: NAYSUP Security

Project Number: NAWSUPINST 553010
Status: Document Revision, Version 2
Editor: Jacquie Lively-LaFata
Facilitator: Dave Bunten

Project Message: Draft NAYSUPINST 5530.10, version 2 is posted in QUADS for review and comment. Reviewers are requested to provide inputs by
17 July 1998. If no comments are received during the review period concurrence will be assumed.

The draftincarporates your previous comments during the review of version 1 and NAYSUPINST 5530.2A. This is a major revision ta the old
instruction. You are requested to make a thorough review to ensure it meets your needs. Following this review and incorporation of your inputs the instruction
will be published.

Thank-you for your inputs and assistance

Plan of Action & Milestones (POAGM) Key Dates
=l
| A *| 853 unread dosument(s] remaining “[Z=|0ffice =5

Figure 5.11 Project Summary Without “Navigate to Main View” Button
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Navigating Directly to the Main View

You are not required to view a Project Summary document in order to access the Main
View screen. You may instead navigate directly to the Main View and skip the Project
Summary altogether. To do so, perform one of the following procedures:

o Select the Select a Document to View button from the top of the Project
Summaries view shown in Figure 5.12

o Select the Main View hotspot from the Project Summaries navigation panel

[ QUADS - Project Summaries - Lotus Notes Desktop M= E
] Fie Edi View Cieate Actions Window  Help 8]

QI | B leg] ACol ] e[| = == b E]
=

Q Se\ect a Document to Yiew...

Doc # ‘ Created |Dnmmand ﬂ
b Activity Implementation Manual (RIH)
UADS > owws vy
¥ Ammed Forces Recipe Service

¥ Ashore Supply formery HILSTRIPHILSTRAP)

PRO!J'ECT SWRI‘ES b Crisis Hanagement Operations

¥ Department of Defense Master Urgency List (MUL)

¥ DoD Replenishment Parts Purchase or Bomow (RPPOB) Program

¥ Environmental Protection Program for the Haval Supply Systems Command
¥ Food Service

¥ Food Service Dperations

¥ Fuels Hanagement Afloat Hanual

¥ ILO/ALR Desktop Guide

¥ Level 1Subsafe (LIS S) Stock Program

b HILSTRIPHILSTRAPIAShore Supply

b NAVSEA Total Asset Visibility Strategic Man

¥ NAVSUP |G Assessment - FISC Pearl Harbor

b NAVSUP 16 Assessment - FISC San Diego

b NAVSUP P-437 Ships Store Afloat

b NAVSUP Security

¥ NAVSUP Stratification Guide

b NFHT-VS Lesson Plans

¥ Procedures for Receipt, Storage and Handling of Radioactive Material Shipments
} Protection of tems Susceptible to Damage from Electrostatic Discharge

¥ Readiness Based Sparing

¥ Report of Discrepancy (ROD) Manual

¥ SEABEE Supply Manual

¥ Ships Hazardous Material List {SHML) Update Procedures

b Stratification of Assets

¥ Supply Ashore

¥ Supply Hanagement of Nuclear VWeapons Material

b SURFSUP I |

| 11 il =N

Figure 5.12 Navigating Directly to the Main View

‘ Create Index | Search
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A dialog box, like the one depicted in Figure 5.13, will appear. The dialog box shows a
listing of only those QUADS projects for which you are an authorized reviewer. To
continue, scroll to the desired project title in the dialog box, highlight it, and click OK.
The screen will navigate directly to the Main View for the selected project.

Select Document |
Pleaze Select a Document to B eview
Cancel
Armed Forces Recipe Service -

Criziz Management O perationz
Departrment of Defense kazter Urgency List (MUL]
Environmental Protection Program for the Maval Supply Systems Command

Food Service Management
Food Service Operations -

Figure 5.13 Select Document Dialog Box

Note:

If you are not a reviewer for a particular project, you cannot access the

Main View for that project, but you may still view its Project Summary
document.
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Main Navigator & View

There are several ways to access the QUADS Main Navigator and View for a
particular project, as we have already seen. Regardless of the method used, the screen
will transition to the QUADS Main Navigator and View for the selected document.
Looking at a diagram of the Main Navigator and View in Figure 5.14, you will see the
navigation panel on the left, the project outline on the right, and the search bar across
the top. If the search bar is not present, clicking the View Show/Hide Search Bar
icon in the Lotus Notes Smartlcon set, or using the View | Search Bar dropdown
menu, will make it appear. Lotus Notes search bar features are discussed in Chapter 4.

\«. AUADS - Food Service Management\1. Main View - Lotus Notes Desktop

7] File Edt View Creste Actions Window Help

GG i ] A0 DT[] (=% 2% @)
=l
) Compose Comment | %) Compase Markup

&

Create Index | Search I Hesell

g | | | Document ﬂ

Food Service Management
P486 97-02
P486 97-03
P486 97-04
Food Service Management Yolume | (37-04)
& 5.0 Chapter & Receipt. Inspection and Stowadge
Fart A Receipt
5000 General
Comment: b. from MSC David Pauby
Comment: 5000 General from Jerry L Heisey
Comment: Mot Incorporated. from Dawve Bunten

Comment: M5's are now receipt inspectors from MSC Dawvid Pauly

Comment. 5000 General from Jermy L Heisey
COMMENTS & MUPS Comment Not Incorporated frarm Dave Bunten
Markup Request Changes per recent guidance from Dawe Bunten - Incorpc

PREWOEJS VERSIONS Cormment: 5000 General from Jerry L Heisey

5001 Anticipation of Receipts
PROJECT SUMMARIES Carmment: Warking Parties fram Dione Howard

5002 Receipt Documents Used
YIEWR DIFFERIENT Carment receipts from MSC Dawid Pauly

Comment: 5002 Receipt Documents Used fram Jerry L Heise

PROJECT... " i 4

Comment: Receipts from Dawve Bunten
Fart B Receipt and Inspection Frocedures for Subsistence Prime Vendaor
5100 Inspection for Subsistence Prime Vendor
Markup Request New Section from Dave Bunten - Incorporated
Comment: 5100 inspection for subsistence prime vendaor from Jerny L =
Comment. Another Take on This sentence from Dawve Bunten

Comment. 5100 inspection for subsistence prime wendar frc

Comment: add figure number from Jerry L Heisey

Comment. Enclosure?7?77 from Jerrv L Heisew =l

| 2 il = =5

Figure 5.14 Main Navigator & View
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Navigation Panel

The navigation panel on the left side of the screen allows you to customize what is
shown in the view on the right side of the screen. Several different views are accessible
from the navigation panel, including Main View, Documents Only, Comments and
Markups, Previous Versions, Project Summaries, and View a Different Project.

\wi QUADS - Food Service Management\1. Main View - Lotus Notes Desktop

7] File Edit View Creste Aclions Window Help Al
0 AR IE A s il el e i Y N
o=
) Compose Comment | ) Compose Markup |

Create Index I Search I Hesell ‘

g ‘ ‘ | Document ﬂ

UﬁDS Food Service Management

g & P486 97-02
MAIN

P486 97-03
P486 97-04
Food Service Management Yolume | (37-04)
& 5.0 Chapter b Receipt, Inspection and Stowage
Part A Receipt
5000 General
Comment: b. from MSC David Pauly
Comment: 5000 General from Jerry L Heisey

Comment: Mot Incorporated. from Dawve Bunten

DOCUMENTS ONLY Comment: bM5's are now receiptinspectars from MSC David Fauly

Comment: 5000 General from Jerry L Heisey

COMMENTS & MMUPS Comment: Mot Incorporated from Dave Bunten
Markup Request: Changes per recent guidance from Dawe Bunten - Incorpc
WOUS VERSIONS Comment: 5000 General from Jerry L Heisey
5007 Anticipation of Receipts
PROJECT SUMMARIES Comment YWaorking Parties from Dione Howard
5002 Receipt Documents Used
YIEW A Comment: receipts fram MSC Dawvid Pauly
Comment: 5002 Receipt Documents Used from Jerry L Heisey
W'" Comment: Receipts from Dawve Bunten
Fart B Receipt and Inspection Procedures for Subsistence Prime Vendor
5100 Inspection for Subsistence Prime Yendor
Markup Reguest: New Section fram Dave Bunten - Incorporated
Comrment: 5100 inspection for subsistence prime vendar from Jemy L+
Comment: Anather Take on This sentence from Dawve Bunten
Comment: 5100 inspection for subsistence prime wendaor fre
Comment: add figure number from Jerry L Heisey
Comment: Enclosura???? from Jerm L Heisew =l
[ G| T =

Figure 5.15 Main View

Selecting the Main View hotspot from the navigation panel accesses the QUADS
Main View. The Main View shows all documents within a particular project, as well as
associated comments and markup requests aligned with the documents to which they
apply. Figure 5.15 shows the Main View for the “Food Service Management” project.
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In addition to the QUADS Main View, several other views are accessible from the
navigation panel. You can see the documents in the view, without comments and
markup requests embedded, by clicking the Documents Only hotspot. The
Documents Only view for the “Food Service Management” project is shown in Figure
5.16. Incidentally, you may still enter comments or markup requests from this view.
After replicating, these comments and markups will not immediately be visible,
however, because they are hidden in the Documents Only view. Either return to the
Main View or switch to the Comments and Markups view to see your input.

|1, QUADS - Food Service Management\2. Documents Only - Lotus Notes Desktop M E
D File  Edit View Create Actions “Window Help il

OB Sl A DT F o] e clsslb s
‘ Ereatelndexl Sealchl Reset | 8

=
= 3

ﬁ Compoze Comment | @ Composze Markup |
Food Service Management - Documents Only

@b%q

P486 97-03
P486 97-04
Food Service Management Yolume | (97-04)
& 5.0 Chapter 5 Receipt, Inspection and Stowage
Part A Receipt

5000 General
5001 Anticipation of Receipts
5002 Receipt Documents Used

B -
Part B Receiptand Inspection Procedures for Subsistence Prime Wendar
DOCUMENTS DN]LY 5100 Inspection for Subsistence Prime Yendor
Fart CReceipt and Inspection Procedures for Other Than Subsistence Prime “endar
COMMERNTS & MRRKUPS 5200 Inspection of Food tems Received from Nawval and Other Gowvernment Sources
5201 Inspection of Food tems Received from Commercial Sources Other Than Sub
PREYIOUS YERSIONS Prime Vendor
5202 Inspection by the Medical Department
PROJEGT SW 5203 Receipt on Board
5204 Receipt by the Authorized Receipt Inspectar
YIEW ﬁ ]DHFFERENT 5205 Unsatisfactory Subsistence ltems
5208 Receipt by the Bulk Storeroom Custodian
_W'" 5207 Shortages in Shipment

5208 Owerages in Shipment
Part D Unsatisfactory Subsistence lkems
5300 Nonhazardous Food tems
5301 Hezardous Food ltems
Part E Posting and Processing Receipt Documents
5400 Pricing and Price Adjustments
5401 Erroneaus Invaices

FANY Prstine the Suheictanca | adoar (MAVSLIP Farm 3361 _'I

| i il = =5

Figure 5.16 Documents Only View
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In a similar fashion, you can view comments and markups only by clicking the
Comments & Markups hotspot from the navigation panel. The Comments and
MARKUPS Markups view is shown at Figure 5.17. The sort order of this view is comments first in

COMMENTS &

order by date, beginning with the most recent, followed by markup requests in order
by date, beginning with the most recent. If no comments or markup requests have
been submitted for a particular project, a blank screen will be returned.

.». QUADS - Food Service Management\3. Comments & Markups - Lotus Notes Desktop
[T Fle Edi Wiew Create Actions ‘wWindow Help

QI A Bl gleg] ACo] &7 e [ ld] = =% =% |aE
=
ﬁh Compaose Comment

| | | ‘Hefelence |By,,, | ﬂ
ood Service Management - Comments & Markups
UADS | R
= P456 9703
MAIN VIEW P46 97-04
T Comiments
; 06,/24 /98
N Comment an add an "s" Dawve Bunten
A Comment on add figure number Dave Bunten
, ¥ Comment on add figure number Dawve Bunten
P Comment on Capatilize the i Dawe Bunten
& = Comment on change figure number Dawe Bunten
DOCUMENTS O]N]LY Comment on change subpara number Dawe Bunten
Comment on change subpara # and delete  Dave Bunten
COMMENTS & MARKUPS sentence
Comment on change to upper case O Dawe Bunten
PREVIO'[[IS VERSIONS Comment on change two figure numbers Dawe Bunten
Comment on Enclosure???? Dawve Bunten
UMES Cormment on remove sentence Dawve Bunten
PROJECT 5 Comment on title change Dawve Bunten
VIEW A D e
Comment on Paragraph Number change Jery LHeisey
JPWT'" Comment on QUADS and WORD not the Dave Bunten
same
Comment on Section [V Ashore FSk Jemy LHeisey
Operating Procedures with Subsistence Prime
“endar
06/19,/98
Comment on add figure number Dawve Bunten
Camment an Part A nat uniform with 486 Dave Bunten
06/18,/98 =l
| 11 il [Zotes ]

Figure 5.17 Comments & Markups View
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Previous versions of a project may be viewed by selecting the Previous Versions
hotspot on the navigation panel. Previous versions of a document will provide useful
comparisons during the review process. You can view the desired previous version in
text form simply by highlighting its title in the view and double clicking. The Previous
Versions view for “Food Service Management” is shown in Figure 5.18. If no previous
version exists, a blank screen will be returned.

.. QUADS - Food Service Management\5. Previous Yersions - Lotus Notes Desktop

I Ele Edt View Create Actions Window Help

\Qﬁ*li\ﬁl$\ﬁ§f@ﬂ§f el Rkl e B A E

| Elsalelndsxl Searchl Hsssll

T Toocument E
Food Service Management-Previous Version(s)
UADS | "
1.0 Chapter 5: Receipt, Inspection & Stowage
1.1 Part & Receipt
5000 General
Comment: Arrry Yet and Prime “endor from CWO3 Gerard Condon
Comment: Since prime vendor and contract iterns are inspected by Army VWets priorto de
5001 Anticipation of Receipts
5002 Receipt Documents Used
Markup Request 1346 from MSC David Pauly - Held for Review
& Markup Request NAYSUP 1348 from CWO3 Gerard Condon
1.2 PartB: Inspection
DOCUMERNTS ON]LY 5100 Inspection of Food Service tems Received from DLA, Nawal and other Govermnment Sou
Markup Request: 5100 INSPECTION OF FOOD [TEMS RECEWED FROM DLA, NAVAL
COMMENTS & MARKUPS P o : - -

Markup Request: Inspection and Disposition from CWiO3 Gerard Condon
5101 Inspection of Food ltems Received from Commercial Sources

PREWOEIS VERSIONS 5102 Inspection by the Medical Department

Comment: Army Vet and Prime “endor from CW03 Gerard Condon
PROJECT SW 5103 Handling of Fruits and Yegetahles, Meats, Animal Products and Garbage Aboard Nawy

1.3 Part C: Receipt and Inspection Procedure

Mﬁ ]DHFFERENT 5200 Receipt on Board
PREOECT Markup Request: Ink from CWO3 Gerard Condon
5201 Inspection on Receipt

Comment: Army et and Prime Yendor from CW03 Gerard Condon
5202 Receipt by the Receigt Inspector

Markup Reguest Prime Wendoar from CWO3 Gerard Condon

Markup Reguest Receipt from DLA and Mawy Sources. from MEC David Pauly
5203 Receipt by the Medical Inspector
5204 Receipt by the Bulk Storeroom Custodian

Markup Request DLA from CWO3 Gerard Condon
5205 Receipt Comparison by the Food Senice Officer

5206 Unsatisfactony Subsistence ltems
EANT Charamac in Shimmant ;I

| A‘ “ ‘l Microsoft Word - chapter_5.dat] ‘[@‘ Office ‘lﬁA‘

Figure 5.18 Previous Versions View

Selecting the Project Summaries hotspot on the navigation panel will navigate the
screen back to the Project Summaries Navigator and View. From there, you can view
other Project Summary documents.

To view another project, select the View a Different Project... hotspot from the
navigation panel. Upon selecting this view, a dialog box will appear. Recall that this
box shows a listing of only those projects to which you have access. Scroll to the
desired project title, highlight it, and click OK. The screen will transition to the
QUADS Main View for the selected project.
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Navigating Documents from the Main View

All QUADS documents share some common appearance features. One such feature is
the “outline” or hierarchical structure, which can be seen in Figure 5.19. Each
document is divided by volume, by chapter, by part, and by specific articles. The
indentation and arrangement of the various documents in the view further emphasizes
this hierarchy. When you submit a comment or markup request pertaining to a specific
document section, the submitted input will appear in the view below the referenced
document section, and it will be slightly indented. Once the view has been refreshed or
replicated, the submitted input will have a red “arrow” pointing towards its title. This
red arrow indicates that there is new information on your desktop. The arrow will
remain in place for several days, and then will automatically disappear after that time. It
is simply a graphical aid used to highlight new information. Another common
appearance feature is the “paperclip” symbol, which indicates that a file is attached to a
particular document. Additional details are available in Chapter 4.

.. QUADS - Food Service Managementy1. Main View - Lotus Motes Desktop
D File Edit Yiew Cieate Actions Window Help )=
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P456 97-04

Food Service Management Yolume | (97-04)
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Part A Receipt
5000 General
Comment: b. from MSC David Pauly
Comment: 5000 General from Jerry L Heisey
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COMMENTS & MRRKUPS Comment: Mot Incorporated from Dave Bunten
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5002 Peceipt Documents Used
VIEW & DIFFERENT Camment: receipts from MSC David Pauly
PROJECT... Comment: 5002 Receipt Documents Used from Jermy L Heisey

Comment: Receigts from Dave Bunten
Part B Receipt and Inspection Procedures for Subsistence Prime Yendar
5100 Inspection for Subsistence Prime Yendor
Iarkup Request New Section from Dave Bunten - Incorporated
Comment: 5100 inspection for subsistence prime vendor from Jermy L
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Comment: 5100 inspection for subsistence prime vendor fre
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Figure 5.19 Highlighting a Document for View

To look at any document listed in the project view on the right half of the screen,
highlight the document title, as shown in Figure 5.19, and double click. The screen will
transition to the selected QUADS document, comment, or markup request.
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Viewing QUADS Documents

After opening the document, you will be able to see the text in paragraph form. A
typical QUADS document is depicted in Figure 5.20. All QUADS documents share
some common characteristics. Each document form displays a Title and Document
Number at the top of the screen. In this example, “Food Service Management” is the title,
and the document # is P486 97-04. A Compose Date and Originator block appears in
the upper right corner of the screen. This shows when and by whom the document
was created. Below the graphic to the left, you will see a Section title, which identifies
the particular document, in this example “5000 General.” Finally, you will see the
actual text to review below the part of the form entitled Document Section. Often
revisions are highlighted with text properties (e.g., color bold, italics, underline) to
indicate where changes have been made from a previous version. At the very bottom
of the form is a space where a file may be attached.

| Response 1 of 3 ta ™* - Lotus Notes Desktop CIE=]
D File  Edit “iew Create Actions 'window  Help

A ] 20 £ 7] O 1A S ik

¥, Close Dozument | 7) Compose Commert | %5 ) Composa Markup
Title: Food Service Management =
Document #: P486 97-04
Compose Date 02/13/98 01:33 PM
Originator Dione Howard
Section: 5000 General
Document Section

5000 GENERAL

Subsistence items received aboard a ship or shore activity are accompanied by a variety of receipt papers depending upon the method of
request and the issuing activity. Certain certifications are common to all receipt documents. Receiving personnel must:

date the document upon receipt,
circle the guantity accepted,
sign the document to indicate receipt,
. inspect commercial source receipts by competent medical representative, and
. stamp commercial source receipt documents by medical representative as fit for human consumption.

[ - N = ¥}

Attached File

| Gl i (2o s

Figure 5.20 Typical QUADS Document
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While viewing a particular document, like the one in Figure 5.20, you can access the
Lotus Notes Smartlcon set. Note, however, that the View Expand and View
Collapse icons and the View Expand All and View Collapse All icons are no longer
present from this view. This is because they are not applicable in this portion of the
database. This emphasizes the concept that the Smartlcons are “context-sensitive.”
You can also use the Navigate Previous and Navigate Next icons from either the
outline view or from the open document.

Another way of looking at the items in the view is to create a tiled display. To create a
tiled display, as shown in Figure 5.21, simply slide the bottom pane divider up by
clicking and dragging it up, or select the View Show/Hide Preview Pane in the
Lotus Notes Smarticon set. This feature allows you to work multiple sections, or to
have the outline view open while reading the specific text in the document.

.. QUADS - Food Service Managementy1. Main Yiew - Lotus Hotes Desktop

DE”B Edit View LCreate Actions Window Help &l

UG A Bl o] A DT [0S = =] @
@ | Create Indsx I Search I Hasell ‘
%Compose Comment | @Eompose Markup |
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__ P486 97-04
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é@ 5.0 Chapter & Receipt, Inspection and Stowage
Fart A Receipt
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Comment: b. from M3C David Pauly
| Cmmen + BNNN General from lam: | Haizeu 5l

- ) Compase Matkup
Title: Food Service Management ﬂ
Document #: P486 97-04

“¥, Closa Document | (53] Compoasa Comment

Compose Date 02/13/98 01:33 P

Originator Dione Howard

Section: 5000 Gensral

Document Section
5000 GENERAL

Subsistence items received aboard a ship or share activity are accompanied by a variety of receipt papers depending upon the method of
request and the issuing activity. Certain certifications are common to all receipt documents. Receiving personnel must

-]
| il il "2 office =5

Figure 5.21 Tiled View with Respective Document
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The Process of Review -

Markup Requests and Comments

Markup requests and comments are the methods by which a reviewer provides specific
input to the document editor using the QUADS system. With QUADS, electronic
comments and markups can be added at any time.

Markup Requests

Markup requests are the QUADS approach to the traditional “redline.” Markup
requests are not immediately acted upon in QUADS, but rather, are reviewed by the
publication editor for adjudication of the decision regarding the extent to which the
markup request will be incorporated.

Composing a Markup Request
To compose a markup request, do either one of the following:

o Select the Compose Markup button at the top of the document to which the
request applies, as shown in Figure 5.22

o Select the Compose Markup button from the Main View while highlighting
the desired document, as shown in Figure 5.23

.. Response 1 of 3 to ™" - Lotus Notes Desktop M= R
D File  Edit View Create Action: Window Help

CE 0=l AT T © 2 e

‘¥, Closa Document | 5 Composa Eumm( Composs Ma.k?D
S ——#?” Food Service Management =
Document #: P486 97-04

Compose Date 02/13/98 01:33 P

Originator Dione Howard

Section: 5000 General

Document Section
5000 GENERAL

Subsistence items received aboard a ship or share activity are accompanied by a variety of receipt papers depending upon the method of
request and the issuing activity. Certain certifications are common to all receipt documents. Receiving personnel must

. date the document upon receipt,
. circle the quantity accepted,
sign the document to indicate receipt,
. inspect commercial seurce receipts by competent medical representative, and
. stamp commercial source receipt decuments by medical representative as fit for human censumption.

oo oo

Attached File

d
[ i d e 6,
Figure 5.22 “Compose Markup” Button on Document

53



QUADS USER MANUAL VERSION 2.1
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Comment: Receigts from Dave Bunten
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Figure 5.23 “Compose Markup” Button from Main View

After selecting this Compose Markup button, the Markup Creation/Editing screen

will appear.
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. Mew Markup Request - Lotus Notes Desklop ===l
D Eile Edit “iew Create Actions Test ‘window Help &l

Gk dszeg] B 7 S5 =
'é Close Docurent | ﬁ Caompose Comment |

Compose Date 07/23/98 11:01 &M ﬂ
Originator Meredith Dykes

Z

Reference: 5000 General

Key Thought: ’ a

Markup Description

" Subsistence iterns received aboard a ship ar shore activity are accompanied by & variety of receipt paper depending upon the method of request and the
issuing activity. Certain certifications are common to all receipt documents. Receiving personnel must:

a. date the docurment upon receipt,

h. circle the quantity accepted,

c. sigh the documentto indicate receipt.

d. inspect commercial source receipts for condition and request medical department or Yeterinary Service inspection for
products or questionable quality by P dicalrep ive; and

e. stamp non-Prime Vendor commercial source receipt documents by medical representative as fit for human consumption.

Paras o snd & faft restored per 2-8 Fah faat cont

~ Markup Dispogition

The above markup was... | C Incorporated
) Partially Incorporated =
[«Size=70 Maxlength=80>]

| Gl i * 27 Uifice =5

Figure 5.24 Markup Creation/Editing Screen

The form opens in Edit Mode as evidenced by the brackets [ ] which appear
throughout the form. Edit mode allows you to enter the data in the designated fields of
the form. The Reference at the top of the page shows the document section against
which you are making a markup request. Be sure this is accurate before proceeding.

Enter a brief key thought in the space provided. Type markup text with your specific
recommendations in the brackets in the “Markup Description” field. Note that the
standard editing functions of cut/paste/copy, spell-check, and the like are available as
Smartlcons. Text properties (e.g., color, bold, underline, italics) are also available to
further distinguish the markup text. To access these text properties, pull down the
Text menu from the toolbar.
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Files may be attached and submitted with either a markup request or a comment. The
process of attaching files is examined at length in Chapter 4. To submit the markup
request, select the Close Document button. A confirmation dialog box will appear as
shown in Figure 5.25; click Yes to save and submit the markup request.

Lotuz Notes Dezklop B3

Do you want to zave thiz new document’?

Mo | Cancel |

Figure 5.25 Save Dialog Box

Dispositioning of Markups

The project editor has the responsibility to provide feedback to the reviewer as to the
disposition of input. Generally, the editor will check the appropriate disposition radio
button to indicate if the markup was incorporated, partially incorporated, not
incorporated, or held for review. An example of a “dispositioned” markup request is
shown in Figure 5.26.

_.. Markup Request for 5000 General - Lotus Notes Desktop ===l

JEle Edt Mew Creste Acions Section ‘Wwindow Help
Gl | 1|l A00] DT £ 2 [ Mol | ) i

'é Close Docurent | ﬁb Caompose Comment |

Compose Date 04/08/98 01:02 PM =]

Originator Dave Bunten

L

Reference: 5000 General

Markup Description

5000 GENERAL

Subsistence items received aboard a ship or shore activity are accompanied by a variety of receipt papers depending upon the method of
request and the issuing activity. Certain certifications are common to all receipt documents. Receiving personnel must:

date the document upon receipt,
circle the quantity accepted,
sign the document to indicate receipt,
. inspect commercial source receipts for condition and request medical department or Veterinary Service inspection for
products or questionable qualityby petentmedisnlren tative, and
. stamp hon-Prime Vendor commercial source receipt documents by medical representative as fit for human consumption.

a0 oTw

~ Markup Dispogition - Signed by Robert Przydzial/CACI on 05/27/38 01:16:46 PM, according to JCACI

The above markup was___ Incorporated poted by Pave Bunlen on 042898

| 2 il = =5

Figure 5.26 Disposition of Markup
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UADS - Food Service Management\1. Main Yiew - Lotus Notes Desktop

DE”B Edit View LCreate Actions Window Help &l

(oI Al A A5 R RS IS TRl T A
Eraalelndexl Search I Hasell B ‘

|

ﬁb Compaose Comment | @ Compaose Markup |

s ‘ ‘ | Document fl

UA;DS) Fo;gﬁf‘;;e_;\;ice Management
MAIN VIEW

P486 97-03
P486 97-04
Food Service Management Yolume | (37-04)
é@ 5.0 Chapter & Receipt, Inspection and Stowage
Fart A Receipt
5000 General
Comment: b. from M3C David Pauly
Comment: 5000 General from Jerry L Heisey
Comment: Not Incorporated. from Dawve Bunten

]DOC]U_MENTS ON]LY Comment: MS's are now receiptinspectors from MSC Dawvid Pauly
Comment. 5000 General from Jerry L Heisey
COMMENTS & MRRKUPS Comment: Mot Incorporated from Dave Bunten
Markup Request Changes per recent guidance from Dawe Bunten - Incorpc

PREYIOUS VERSIONS Comment: 5000 General from Jerry L Heisey

5007 Anticipation of Receipts
PROJECT SUMMARIES Comment Woarking Parties from Dione Haward

5002 Receipt Documents Used
VIEW & DIFFERENT Comment recsipts fram MSC David Pauly
PROJECT... Comment 5002 Receipt Documents Used from Jerry L Heisey

Comment Receipts from Dave Bunten

Fart B Receipt and Inspection Procedures for Subsistence Prime Yendor

5100 Inspection for Subsistence Prime Wendor
Markup Request New Section from Dave Bunten - Incorporated
Comment: 5100 inspection for subsistence prime vendaor from Jermy L -
Comment: Another Take on This sentence from Dawve Burtan
Comment: 5100 inspection for subsistence prime wendaor fre

Comment: add figure number from Jerry L Heisey

ald L Comment: Enclosura???? from Jerm L Heisew =l

| il il * 27 Offic= =5

Figure 5.27 Outline View Showing Markup Disposition

Figure 5.27 shows the dispositioned markup as it aligns in the outline view. Notice that
the markup request appears below the document section to which it applies, “5000
General,” and is slightly indented.

57



QUADS USER MANUAL VERSION 2.1 01 AUGUST 98

Generating a Comment

Commenting capability is provided to pose questions and to add information or

another perspective to a posted markup, comment, or document section. To generate
a comment, do either one of the following:

o Select the Compose Comment button while viewing the document,
comment, or markup, as shown in Figure 5.28
o Highlight the desired document, comment, or markup from the view and

select the Compose Comment button at the top of the Main View screen, as
shown in Figure 5.29

|, Response 1 of 3 to ™ - Lotus Notes Desktop
DF\Ie Edit  Miew Create Actlons W\ndow Help

IS ES |

: i
‘é Close Ducumerd @ Compose Enmmentm Compose Markup
V

Title: Food Service Management =
Document #: P486 97-04

Compose Date 02/13/98 01:33 P

Originator Dione Howard

Section: 5000 General
Document Section
5000 GENERAL

Subsistence items received aboard a ship or shore activity are accompanied by a variety of receipt papers depending upon the method of
request and the issuing activity. Certain certifications are common to all receipt documents. Receiving personnel must:

a. date the document upon receipt,

k. circle the guantity accepted,

c. sign the document to indicate receipt,

d. inspect commercial source receipts by competent medical representative, and

e, stamp commercial source receipt decuments by medical representative as fit for human censumption. Paras d and e lefz
restored per 2-6 Feb fleet conf,

Attached File

| T 7 1 *|Z=Office e
Figure 5.28 “Compose Comment” Button on Document
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.. QUADS - Food Service Management\1. Main View - Lotus Motes Desktop
I Ele Edt View Create Actions Window Help

\@*I»‘?I'Il\ﬁl$\ﬁ§ Ay ksl RaFal kel FRRIE Rl
Cieate Index | Search I Hsssll gox |
ﬁ Compose Commm Compose Markup |

of []]

UﬁDS Fo;?ﬁ?;?e_;\;ice Management
MAIN VIEW

F486 97-03
P486 97-04

Food Service Management Yolume | (37-04)
5.0 Chapter 5 Receipt, Inspection and Stowage
Part A Receipt
5000 General
Comment: b. fram MSC David Pauly
Comment: 5000 General from Jerry L Heisey
Comment: Not Incarporated. from Dave Bunten
]DOC[UME]NTS ON]LY Comment: MS's are now receipt inspectors from MSC Dawvid Pauly
Comment. 5000 General from Jerry L Heisey
COMMENTS & MRRKUPS Comment Mot Ihcorgorated frorm Dave Bunten

Markup Request Changes per recent guidance from Dawe Bunten - Incorpc
PREVIOUS VERSIONS

Comment: 5000 General from Jerry L Heisey

5001 Anticipation of Receipts
PROJECT SUMMARIES

Comment: YWorking Parties from Dione Howard
5002 Receipt Documents Used
YIEWR DIFFERENT Carment: receipts from MSC David Pauly
Comment: 5002 Receipt Documents Used from Jerry L Heisey
PROJECT“' Comment: Receipts from Dawe Bunten
Fart B Receipt and Inspection Procedures for Subsistence Prime Vendar
5100 Inspection for Subsistence Prime Vendor
Markup Request New Section from Dave Bunten - Incorporated
Comment: 5100 inspection for subsistence prime vendaor from Jerny L =
Comment: Anather Take on This sentence from Dawve Bunten
Comment: 5100 inspection for subsistence prime wendar frc
Comment: add figure number from Jery L Heisey
Comment. Enclosure?7?77 from Jerrv L Heisew =l

Document

&

| G 1
Figure 5.29 “Compose Comment” Button from Main View

*|Z=Office e

Regardless of which method you choose, the Comment Creation/Editing screen, as
shown in Figure 5.30, will appear.

59



QUADS USER MANUAL VERSION 2.1 01 AUGUST 98

Type a brief key thought and the comment text in the space provided. Standard editing
functions of cut/paste/copy, spell-check, text properties, and the like are available. To
submit the current comment, click the Close Document button at the top of the
editing screen. When the confirmation dialog box appears, click Yes to save and
submit the comment.

.. New Response to ™" - Lotus Notes Desklop
DEHB Edit View Create Actions Text ‘window Help

G| ] £B 7 S == =02 e LR S RIE] S
‘¥, Close Document | ) Compoase Comment

Compose Date 07/23/38 11:23.4M =]
Originator Meredith Dykes

Referenced Document: 5000 General

Key Thought: “b.,
Comments

“leircle the quantity accepted (unit of issue).

[<rows=12 cols=100wrap=virual>]
[Hel [ 10 [Nore] l * 27 Office =5

Figure 530 Comment Creation/Editing Screen
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Figure 5.31 shows a saved comment as it aligns in the outline view.

|, QUADS - Food Service Management\1. Main Yiew - Lotus Notes Desktop M E
D File  Edit View Create Actions “Window Help

QSNBSS A DT[] = = S=[% @
@l ‘ Ereatelndexl Search | Reset Ei”

() Compose Comment | %) Compose Markup

g ‘ | | Document ﬂ

U " DS Food Service Management
g ! A P486 97-02

P486 97-03
P486 97-04
Food Service Management Yolume | (97-04)
& 5.0 Chapter & Receigt Inspection and Stowage

Part & Receipt
Comment in 5000 General
. . — - Comrent: b, from MSC Dawid Paul
Out“ne V|eW ,ﬂ‘é Comrment: 5000 General fraom Jermy L Heisey

Comment: Mot Incorporated. from Dawve Bunten

DOCUMENTS ON]LY Comment: MS's are now receipt inspectors from MSC David Pauly
Comment 5000 General from Jerry L Heisey
COMMNTS &. MUPS Comment: Mot Incorporated from Dawve Bunten
Markup Request Changes per recent guidance from Dave Bunten - Incarpc
PREYIO.US VERSIONS Comrment: 5000 General fraom Jerry L Heisey

5001 Anticipation of Receipts
PROJECT SUMMARIES Comment: Waorking Parties from Dione Howard
5002 Receipt Documents Used
m & DIFFERENT Comment: receipts fram MSC David Pauly
Comment: 5002 Receipt Documents Used from Jerry L Heisey
PROJECT"' Comment: Receipts from Dave Bunten
Part B Receipt and Inspection Procedures for Subsistence Prime Yendor
5100 Inspection for Subsistence Prime Yendor
Markup Reguest New Section from Dawe Bunten -Incorporated
Comment: 5100 inspection for subsistence prime vendor from Jemy L E
Comment: Angther Take on This sentence from Dawve Bunten
Comment: 5100 inspection for subsistence prime vendor frc
Comment: add figure number from Jerry L Heisey
Comment: Enclosure???7 from Jerry L Heisew [l

[ i d e e
Figure 5.31 Outline View Showing Comment
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Interleaving Markups and Comments

The ability to generate comments and markups electronically is a strong feature of the
QUADS system. QUADS allows comments on markups and comments on
comments. This feature creates the collaborative feel of a team working jointly on a
document and has similar attributes to a discussion thread in most e-mail systems. It
also creates a record behind the rationale for making decisions about policy revision
and helps to streamline the review process.

.. QUADS - Food Service Management\1. Main View - Lotus Motes Desktop

DE\IE Edit ¥iew Create Actions Window Help
G A B S| £00] DT o[ ] )= =% |5
=l

ﬁ Compose Comment | @ Compose Markup |

Create Index | Search I Hasell

| | | Document fl

Food Service Management
P486 97-02
P486 97-03
P486 97-04

Food Service Management Yolume | (37-04)
& 5.0 Chapter & Receipt, Inspection and Stowage
Fart A Receipt
5000 General
Comment: b. from MSC David Pauly

DOGUMENTS ONLY
COMMENTS & MARKUPS
PREVIOUS VERSIONS
PROJECT SUMMARIES

VIEW & DIFFERENT

Comment: 5000 General from Jerry L Heisey
Comment: Not Incorporated. from Dawve Bunten
Comment: M5's are now receipt inspectors from MSC Dawid Pauly
Comment. 5000 General from Jemy L Heisey
Comment: Not Incorporated from Dave Bunten
harkup Request Changes per recent guidance from Dawe Bunten - Incorpc

Comment. 5000 General from Jerry L Heise

5001 Anticipation of Receipts
Comment: ¥Working Parties from Dione Howard
5002 Feceipt Documents Used
Comment: receipts from MSC David Pauly
Comment. 5002 Receipt Documents Used from Jerry L Heisey
Comment: Receipts from Dave Bunten

Fart B Receipt and Inspection Procedures for Subsistence Prime Vendar
5100 Inspection for Subsistence Prime Vendor
Markup Request New Section fram Dawve Bunten - Incorporated
Comment: 5100 inspection for subsistence prime vendaor from Jermy L -
Comment Another Take on This sentance from Dawve Buntan

Comment. 5100 inspection for subsistence prime wendor fre

Comment: add figure number from Jermy L Heisey

Comment Enclosure???? fram Jerm L Heisew =l

|22 Dffice =5

| i g
Figure 532 Comment on a Markup Request

As can be seen in Figure 5.32, the comment “5000 General” pertains to the markup
request entitled “Changes per recent guidance from Dave Bunten.” This is evidenced
by the fact that the comment appears directly below the markup request to which it
applies and is slightly indented. To open this comment, scroll to it in the view,
highlight it, and double click.
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... Response 1 of 1 to "Changes per recent guidance™ - Lotus Notes Desktop
D FEile  Edit Yiew Cieate tions  window  Help

QA s ] Aol DF[ = f [ w2
% Cloze Document | @ Compose Comment |

Compose Date 05/15/98 0210 PM =]
Originator Jery L Heizey

Referenced Document: Changes per recent guidance

Key Thought:
5000 General

Comments

INCORFORATE

d
[ g T =
Figure 5.33 Reviewing a Submitted Comment

Once opened, the submitted comment will appear as shown at Figure 5.33. As you can
see, the Referenced Document at the top of the comment form is actually the key
thought from the markup request to which the comment applies, as opposed to merely
a document section. This process of interleaving comments on markups and
comments on comments can continue indefinitely and is the heart of the QUADS
system.
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